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Course Description Chapter 1 | Payables Overview
This course provides hands-on instruction in processing payments in the
Payables application. Participants learn the flow of external and internal
invoices from vendor, to voucher, to payment, to General Ledger accounting
entries. Participants also become familiar with many operational Payables
reports and examine how Payables integrates with other ENCOMPASS
applications.

Course Objective Chapter Overview
This chapter provides a high-level overview of Payables, presents
the changes to Payables resulting from the ENCOMPASS
implementation, and examines the objectives of the course. We will
look at the major features and functions of Payables and examine
the points of integration between Payables and other ENCOMPASS
applications.

By the end of this course, agency users will be able to:

e Enter various types of vouchers

e Approve vouchers

* Submit vouchers to AOS for payment
* Troubleshoot and correct vouchers

¢ Load high-volume payments Chapter Objectives

¢ Record manual SDO payments
« Process payments for SDO vouchers By the end of this chapter, you will be able to:
¢ Process reimbursements for SDO payments e Explain the high-level req-to-check process in ENCOMPASS
* Explain the voucher lifecycle

e Identify the changes to Payables as a result of the ENCOMPASS
implementation
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¢ Changes in ENCOMPASS ¢ New ChartFields and Codes
When the new system is live, many changes will New ChartField Name Replaces Description
. . Fund Fund/Center Fund is the primary means within a Business Unit
occur for the State of Indiana que t? AOS using the (required field) for tracking and relating specific sources and uses of
ENCOMPASS system. Below is a listing of many of the revenues or budget authority.
Changes you will see when ENCOMPASS goes live. Account Object The account number is used in the traditional manner
(required field) for classifying specific transactions according to the
e VINQ does not exist for processing. All vendor records are in nature of the receipt, expenditure, or effect on the
ENCOMPASS. financial position of the Fund or entity.
. Program (No change) The Program ChartField is a classification of an activity
* There will no longer be a process to update AOS check numbers. (required field) according to the purpose or objective of the activity.
e The “Object” field is now named the “Account” field. One lnltlatl\(e! !’ROBE, supported the identification
of these activities, and Program values have been
¢ All POs must have a receipt before a voucher can be entered for established from the resulting report.
them. Department (No change) The Department represents an organizational function
. (required field) to which expenditures and other activities must
e All vouchers must have a receipt date, even vouchers that do not be identified. Its values correspond directly to the
have a PO. Department values in the PeopleSoft Human Resources
module.

e The payment method (on the Payments page) will default to ACH.

Agencies should not change the payment method, unless they are Product The Product ChartField is used to track costs of goods or
entering an SDO voucher. services provided to other State agencies.

Locality Class The Locality ChartField identifies a geographic location

e Users no longer have to enter a 1099 withholding code. These codes or geographic area.

will now default based on vendor and account (object) number. . - : : o
Incident Incident is a transactional classification used to track

e Document tolerance, budget checking, and posting are run as batch costs associated with a particular event or activity,

processes every two hours. DO NOT perform these processes such as a hurricane or tornado, as determined by the
yourself Statewide Financial Policy Group.

. ) Project A Project is an accumulation of costs for a definite
¢ Agencies will no longer process pay cycles, unless the agency period of time. Includes all federal grants, capital
processes SDO pay cycles. All non-SDO payments are processed by projects, and construction.

AOCS. Budget Reference (No change) The Budget Reference is used to identify the State fiscal

(required field) year associated with the particular transaction.

e Agencies will no longer enter adjustment vouchers to record late
payment interest. Interest will now be calculated and recorded
within ENCOMPASS, when payment is made. APTO1

e Payments to vendors will be consolidated by business unit (agency).
¢ Federal funds are no longer exempt from budget checking.

¢ Searching for a vendor tax identification number (TIN) will now be a
masked search. You will be able to search by TIN but won’t see the
TIN on the voucher.

e All ENCOMPASS document numbers are now auto-generated:
vendor records, requisition, purchase orders, vouchers, and
payments.

e Payments are created based on the scheduled due date of the
voucher. Therefore, the vouchers submitted to AOS in a single pouch
will not all be paid at the same time.

e The accounting date on vouchers does not need to be future-dated.

Exclusively for use by the State of Indiana Exclusively for use by the State of Indiana

ENTAP Training Issue Date: 01/18/2008 Issue Date: 01/18/2008

ENTAP Training




ENCOMPASS | Accounts Payable

Term Description

Business Unit

Origin

Control Group

Payables Control Hierarchy

Business Units sit on top of a control hierarchy that facilitates both
voucher entry and payment processing. When you enter default
values and select processing rules on the levels that govern this
default hierarchy, the system initially validates the information for
you—and validates it again during transaction processing to verify
it is using the correct values assigned at the level you designate.

Business Unit

Origin

Control Group

Vendor

Voucher

APDO1

Each agency of the State of Indiana is a business unit. This designation allows
all accounts payable transactions to be recorded and tracked separately by each
agency.

The initials of the person who is entering the voucher.

Used to group vouchers together for the purpose of controlling voucher input.
Generally, used for assigning vouchers to data-entry personnel and for verifying
input. Batch voucher input is a common use of a control group. The State does
not use control groups for online voucher entry; however, the Voucher Build
process does create vouchers in control groups

Vendor The party who is being paid.
Voucher Once an invoice is entered into the system it is considered a voucher.
APTO02
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Requisition-to-Check Process

At the State of Indiana, the requisition - to - check process is
changing. Most purchases require a requisition, which is used to
build a purchase order. When the goods or services are received, a
receipt is entered into ENCOMPASS. When the invoice (voucher) is
entered into ENCOMPASS, the receipt must be copied over to the
voucher before payment will be made. Some exceptions to this rule
are for invoices such as utility bills. For these vouchers, a received
date is required on the voucher for the date the service was received.

When goods or services are requested, users (requisition entry

role) create a requisition using the e-Procurement menu option in
ENCOMPASS. The requisition is budget checked, which creates a
pre-encumbrance on the General Ledger. This means the amount of
the requisition will be subtracted from budget dollars available for
spending. If the requisition passes budget check, it goes through an
approval process before a purchase order is created.

Once the requisition is approved, the user (PO entry role) creates
a purchase order from the requisition. The PO goes through

the budget-checking process as well. When this occurs, the pre-
encumbrance is closed and an encumbrance is created. The PO
is then dispatched to the vendor for the purchase of the goods or
services.

When the goods or services are received, the user goes into
ENCOMPASS and records the receipt of the goods or services. The
encumbrance remains in the system as the voucher has not yet been
entered or posted.

The vendor sends an invoice to the agency for the goods or services,
and the agency enters the invoice as a voucher in ENCOMPASS by
copying the PO Receipt data. Vouchers must go through document
tolerance checking to verify that the invoice and the PO meet the
tolerances created by the State. These tolerances are the lesser of 10%
or $500. The voucher also goes through the budget-checking process,
which relieves the encumbrance and records the actual expenditure
to the General Ledger. In addition, vouchers go through the agency
approval process to verify accuracy of input. Once the voucher has
been approved at the agency level, the actual invoices (with the
required documentation, SOIAP008 query cover, and the transmittal
forms) are sent to AOS for final approval and payment processing.
Before sending the original documentation to AOS, agencies should
make copies for their records.
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4 N

AQS approves or denies the vouchers sent to them. For all of the
approved vouchers, payments are made—either by check or by
ACH—and the process is complete. If AOS denies a voucher,

the voucher is sent back to the processor for correction with an
explanation of what needs to be changed. After changes are made,
the voucher goes through the approval process again before AOS
processes the payment.

File Support
Paperwork

¢ Voucher Lifecycle
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¢ Running the SOIAP008 Query

After entering vouchers users should run the SOIAP008 query,
which lists the majority of the important fields entered on vouchers.
Users should then audit the invoices against the query to verify that
all vouchers have been entered accurately and to check for budget
checking errors, posting status, and other common errors. This
query will also be used as backup information on invoices sent over
to AOS for processing.

File Support
Paperwork
A

}
$

¢ Batch Processing

2 There are three processes that run throughout the day every two
hours automatically between the hours of 7 am and 5 pm. Users
generally should never run these processes themselves.

Process Description

Document Tolerance This process verifies that the invoice is within tolerances set for the

= corresponding purchase order. The tolerances are the lesser of 10% or $500. If an
invoice is entered outside of these tolerances, the voucher will have an Invalid
status and will require a change order to be entered.

Collate Summary
with Support
oes
SupportMatch

P

IsVoucher
Approved ?

Yes

IsVoucher
Approved ?

Budget Checking The Budget Checking process ensures that the invoice entered does not exceed
= g the total budget amount.
o e T g
E 2 g’é’ 33 Voucher Posting This process posts the accounting entries on the voucher so they can be loaded
g 53 82 into the General Ledger the next time the Journal Generator process is run for
2 the GL (usually every night).
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Voucher Approval and Payment Processing

After vouchers have been entered into ENCOMPASS, they must

be approved by the different approvers within the agency. Each
agency has the option to decide how many levels of approvers it will
have, as long as the agency meets the minimum levels of approval
as set forth by the State Board of Accounts. After agency approval,
the collator will run the transmittal forms for each invoice and

will attach all of the invoices ready for payment, along with any
supporting documentation and the SOIAP008 query cover sheet.
This packet will be sent to AOS for approval and payment.

Before AOS runs the pay cycle, they will audit the transmittal form
to the actual invoices. The final approval comes from AOS before
payment processing begins. If they deny a voucher, that voucher
will be sent back to the processor for fixing.

SDO Voucher Lifecycle

SDO vouchers are entered as they have been in the past. Agencies
that manually write SDO checks enter vouchers into ENCOMPASS
and record the check number on the voucher Payments page.
Agencies that print SDO checks from ENCOMPASS enter vouchers
and run a Pay Cycle to create payments by printing them on check
stock. Vouchers will still need to be approved.

To receive reimbursement from AOS for SDO payments, you create
an SDO reimbursement voucher and print an SDO Transmittal Form
to submit to AOS. See Chapter 6: Processing SDO Payments for
instructions on performing these tasks.
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Forms

Forms currently on the AOS website will have new financial
information. You must use the system and the ENCOMPASS forms,
such as the Report of Collections and Transmittals.

Reports

The reports agencies use to balance every day are the same reports
you have in Alchemy, for example:

e Agency Revenue Activity

* Report of Payments Issued by Type

e Fixed Assets Report

e Federal Reporting Reports
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Entering Vouchers

Chapter Overview

Accounts Payable

This chapter provides an overview of entering vouchers in
ENCOMPASS.

Chapter Objectives

By the end of this chapter, you will be able to:

Find an appropriate vendor in ENCOMPASS
Enter a voucher for non-PO items and services
Enter a multiple line-item voucher

Split the accounting distribution for a line item
Create a voucher from a PO receipt

Run the SOIAP008 query for verification of input
Enter an adjustment voucher (credit voucher)

Enter a journal voucher

Run the voucher build process to load a large number of vouchers
into the system (process available to limited number of users)
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¢ Voucher Overview ¢ Vendor Lookup

All payments made by the State of Indiana must be entered into
ENCOMPASS. You enter a voucher into ENCOMPASS for the
following types of invoices or payments:

As the first step in entering a voucher, it is required for all users to
verify the vendor is active in the ENCOMPASS system and to verify
the Remit to address is correct for remitting payment.

¢ Claim vouchers for non-PO items or services

e Purchase order items or services

e Travel and expense reimbursements (unless your agency uses the
Travel and Expenses module)

Vendors >> Vendor Information >> Add/Update >> Vendor

C Navigation

* SDO payments

Enter the Vendor ID or other applicable information to find the
vendor you need.

Vendor Information
Enter any information you have and click Search. Leave fields blank for a list of a|

[ Find an Existing Value ‘|

SetlD: = - BTIND Q
Vendor ID: begins with -
Short Vendor Name: begins with - a
Our Customer Number: begins with - Q
Name 1: begins with - a,
AOS Vendor ID: begins with -

Include History Case Sensitive

Search | Clear | Basic Search Save Search Criteria

APSC02 Find an Existing Value tab

Step Action
1 Enter all applicable search criteria.
2 Click _ search |
APTO04
.. Exclusively for use by the State of Indiana Exclusively for use by the State of Indiana .
ENTAP Tralnmg Issue Date: 12/05/2007 Issue Date: 12/05/2007 ENTAP Tralmng




ENCOMPASS | Accounts Payable

Procedure | Verify the Address

Once you navigate to this page, verify the information presented
on the page. Also, verify that the remit to address is correct in the
system.

[ Summary \_ Contacls y  Profile

SetlD: STIND

Vendor ID: 0000013851

Vendor Short Name: OFFICEDEPO OFFICEDEPO-001

Vendor Name: OFFICE DEPOT

Order: OFFICEDEPO-001 Remit To: OFFICEDEPO-001

PO BOX 633301
CINCINNATI, OH 45263-3301

7702 WOODLAND DR
INDIANAPOLIS, IN 46273

Status: Approved Last Modified By: CSCHNEIDER
Persistence: Regular Last modified date: 10/29/2007 4:55PM
Classification: Supplier Created By:
HCM Class: Created Date/time:
Open for Ordering:  Yes Last Activity Date:  10/29/2007
Withholding: Yes
VAT: No

ARSCO03

Addr Description Address Line 1
1 1|=*3954- 1330 SADLIER CIRCLE EAST
2 33954~ PO BOX 9020
3 4 *=***3954-03 8200 E 32ND STREET NORTH
4 5|****3954- 7702 WOODLAND DR
= 6 |*=***3954- PO BOX 633301
6 7 *™***3954-05 OFFICE DEPOT CARD PLAN
7 8 | 3954~ PO BOX 633211
8 9| 3954~ OFFICE DEPOT #64
9 10 |****3954-01 DEPT 56-4205353708
10 11| Mo Auditor of State Payment DEFT 601116003558019
ha 12| Mo Auditor of State Payment 100N GATES DR
12 13 [****3954-06 4604 FREDERICA STREET
13 14 |****3954-07 DEPT 601116003534929
14 15|****3954-08 DEPT 601116003534929
15 16 |****3954-09 PO BOX 63301
16 17 |****3954-14 3708 COMMERCIAL DR
ARSC04 Summary page

ENTAP Training
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Entering a Voucher for Non-PO Items or Services

You have received a non-PO (claim voucher) invoice, and you need
to create a voucher in the system to pay the invoice.

Before you even begin to enter a voucher, you must first verify that
the correct vendor information has been entered into ENCOMPASS.
You must verify the name of the vendor and the correct remit to
address before processing a voucher. If a change needs to be made,
notify AOS. If the vendor does not exist in ENCOMPASS, Direct
Deposit information is required along with a completed W-9 form
signed by the vendor. Use the State’s version of a W-9; it can be
found on the AOS website. Send these forms to AOS, which is
responsible for entering and maintaining vendor information.

A new feature has been created for non-PO vouchers. You must
now enter a received date for the invoice in the Received Date field
on the Invoice Information page. If the invoice is for a utility bill, for
example, enter the last date of the month or the billing cycle. The
Received Date is a required field. An error message will display if this
field is not populated.

To enter a voucher for non PO items or services:

A. Add vendor, invoice number, date, and amount.

B. Add item information, accounting distribution information, and
receipt date.

C. Verify payment information.

Accounts Payable >> Vouchers >> Add/Update >> Regular Entry

Exclusively for use by the State of Indiana
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Procedure | Add Vendor, Invoice Number, Date, and
Amount

Use the Add a New Value tab to enter a new voucher. Note that
the Voucher ID field says NEXT. After you enter the voucher
information and save, the system assigns a voucher ID number. If
you need to look up an existing voucher, use the Find an Existing
Value tab.

Make sure you click on the Vendor ID field to verify the existence of
the vendor before proceeding.

Freight is no longer entered as a separate line item within the voucher you
are creating. You must enter freight in the Freight Amount field on the Add
a New Value page before starting to enter the voucher information. The
Freight field on the Invoice Information page is currently not active.

> eProcurerment |
- Services Procurerent
- Sourcing

[ Grants

> Project Costing

[ Proposal Management

Voucher

[ Eind an Existing ¥alue )~ Add a New Value

(- Travel and Expenses

> Billing ] "
b iy S e Business Unit: 00050 |
[ Accounts Payable Voucher ID: MEXT
= Wouchers
= AddiUpdate Voucher Style: | Regular Youcher v
— Regular Entry Short Vendor Name: l:]q
— Quick lrvoice Entry
— Complete Redister Vendor ID: Q
Youcher —
— Close Youcher Vendor'].ocation: l:'q
— Delete Youcher Address Sequence Number:
— Update Cpen lterm Ij]o\
— UnPostVoucher Invoice Number: | ‘
> Maintain g . I:]
b T Invoice Date: [
[> Control Groups Gross Invoice Amount: | O.UDD‘
> Payments 3
[> Batch Processes Freight Amount: | UAUDDI
[> Ilf;‘;:lew Accounts Payahle _ | Misc Charge Amount: I UAUUUI
[> Reports Estimated No. of Invoice Lines: 1
— Auditor of State Portal
— Accounts Payable Center
[ Asset Management Add
[ Banking
- VAT and Intrastat
I Commitment Control Find an Existing Yalue | Add a NewYalue

APSCO05 Add a New Value Tab

Exclusively for use by the State of Indiana
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Step Action
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Accept the default Voucher Style Regular Voucher.
Enter the Vendor ID.

Enter the Invoice Number.

Enter the Invoice Date.

Enter the Gross Invoice Amount.

Enter the Freight Amount.

Click Add.

ENCOMPASS | Accounts Payable

APTO5

Guided Activity

Step Action

O 00 N O U A W N =

Business Unit: <defaults>

Voucher ID: NEXT

Voucher Style: Regular Voucher

Short Vendor Name/Vendor ID: <search for Staples>
Invoice Number: 783xx

Invoice Date: <today’s date>

Gross Invoice Amount: 50.00

Freight Amount: 5.00

Total Voucher Lines: 1

Exclusively for use by the State of Indiana
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Procedure I Add Item Information, Accounting Sumrmary ) Inveice Information ' Payments ) Youcher Atibutes ) Error Summary ),
D|str!but|on Information, and Husinesaiil {0000 mvoice Number: | 7878772 \
Received Date Voucher ID: 00000769 Invoice Date: 11/26i2007 |5
Voucher Style  Regular Action: & | Run |

Copy from a Source Document

Use the Invoice Information page to enter or view invoice

information, including vendor information, non-merchandise pount: [ |  purchase Order: Cor 0 | Worksheet Copy Opion:
charges such as freight, and invoice line and distribution vendor:  [oooozzras | Py Torms: =
information. Name: STAPLES-001  |@ Comments

Location: 000001 Q A ing Date: |11/262007 [[5)

*Address: le Advanced vendor Search *Currency: @Q MNan Merchandise Sumrmary

Use the Invoice Lines group box to enter information for each

STAPLES Total: Calculate | withhalding
line item on the invoice: the merchandise amount, the unit price, b et Difference 0.000
quantity, and description. You may enter as many lines as you INDIANAPOLIS, IN 45254 Packing S | |
need. The system automatically calculates the line and distribution
amounts based on the gross amount less freight and miscellaneous EJ[S] Line ReceivedDate ‘Distributeby Item Description Quantity UOM  Unit Price Extended
invoice charees 1[1172012007 |5 [Amount+] | |@ [ParER || [ & ] | 45.000]
&es- Ship To SpeedChart
--05%081 A I:IQ [Juse One Asset ID M
The withholding code is now driven by the type of vendor and - Distribution Lines Cuslomiza |E
. . . N i { B
Account (object) code. You do not need to enter it. You can click the Q- chart W R s
. . . . . . . . . Amount Quantity *GL Unit d Account Program D Bud Ref He JuS Project
Withholding link to view or verify withholding information. . . o - . e unt -
= 1] 4000 | [oo0s0 | [10200 |Q (546005 |@ [1oooo |@ [oo7oot | [2008 o | la | o
All vouchers must have a receipt date. For non-PO vouchers, enter
. .1 . Invoice Lines
the date of service or the last day of the month (for a utility bill, for SRS N B0
example). Frelght Amount son
APSCO06 Invoice Information page

The chartfields required in the Distribution lines are Fund, Account,
Department, Program Code, and Budget Reference. Additional
fields such as Project may be required for your agency.

Action

1 In the Received Date field, enter the date the invoice was received.
2 Click the Comments link to add comments.
3 Click the Withholding link to view or verify withholding.
4 Enter the item information and accounting distribution information.
5 To add another line item, click the Add icon in the Invoice Lines section.
6 To add another accounting distribution for a single line item, click the Add icon in the
Distribution Lines section.
7 Click Save.
APTO06
ENTAP Training ENTAP Trining
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Guided ACtiVity Summary Y Invoice Information | Payments | Voucher Atributes 'y Errar Summary

St Acti Business Unit: 00050 Invoice Number: 878713 |
€ ction
: Voucher ID: 00000769 Invoice Date: 11426:2007 |

Voucher Style ﬁ Run I

Regular Action:

1 Pay Terms: <defaults to 35 Arrears>
: Total: 50.000

2 Accounting Date: <today’s date> Vendor: STAPLES *Pay Terms: ’m‘ Schedule Paymentsl

3 Received Date: 11/30/2007 EBER AR

4 Description: PAPER IMDIAMAPOLIS, IN 46254

5 Fund: 10200 Payment Information

6 Account: 546005 Scheduled Payment: 1

7 Program: 10000 Remwto:  [oonazras Jam —

8 Dept: 007001 Location: Q Discount: USD || Discount Denied

9 Bud Ref: 2008 Address: [ 4o Late Charge
STAPLES Scheduled Due: @
DEPT 0001738053 Net Due:

FOBOXET21 Discount Due: I:I
Accounting Date:

Procedure | Verify Payment Information

THE LAKES, MY 88901

On the Payments page, you can record a manual payment (for

SDO manual payments only, which are discussed in Chapter 6 of Bank: [a0s | Pay Group: [ =
this manual) and put a payment on hold. If you need to change Accows:  [A05 |8, e s A
‘Method:  [CHK|Q check *Netting: N e

the scheduled due date, contact AOS as users cannot make
changes to the scheduled due date. When the voucher is saved, the
system calculates the due date based on the payment terms. After
ENCOMPASS goes live, messages entered in the Message field in APSCO07
the Payment Method section WILL print on the check or remittance
advice.

Message: | Messages

Message will appear an remittance advice.

Payment Options

*Action: Schedule |w| PaymentDate: [ | Hold Payment [] Separate Payment []

. Pay: \ Reference: I:] Hold Reason: I:]Q
The other links are not used. o o _
Letter of Credit: |:];s

After payment is made, the Payment Inquiry link becomes available.

Payrment Inguiry HolidayiCurrency Options  Express Payment  Yendor Bank Account
Payment Note

Mote: Payment Mote is for internal use anly and will not appear on remittance advice.

APSC08 Payments page
.. Exclusively for use by the State of Indiana Exclusively for use by the State of Indiana .
ENTAP Trammg Issue Date: 12/05/2007 Issue Date: 12/05/2007 ENTAP Tralmng




ENCOMPASS | Accounts Payable ENCOMPASS | Accounts Payable

1 Verify the Remit To address. The Summary page and the Error Summary page become available
2 Verify the correct Bank, Account, and Method, which default: after the voucher is saved. The Summary page provides high-level
For claim vlciuclj:g,s verify the following fields: information about the voucher (vendor, invoice date and number,
e Bank =

amount). This is also the page that provides the status of the various

* Account = AOS processes the voucher goes through.

e Method = ACH

Note: For SDOs, choose your agency bank and account information.

Summary Y Invoice Information |}~ Payments j” Voucher Attributes '}~ Error Summary |

3 Verify the Handling Code and change if necessary.
e AS = AOS will send the remittances (or checks); AS is Business unit: Epea nvoice Date: 1i26i007
the default (i.e., AOS will send out most remittances and WOICHEL Doooo78S fvoice No: T8787ja
payments to Vendors) Voucher Style: Regular Imvoice Total: 50.000 usD
Contract ID:
® GP = Generic payments; use if an agency wants to send Vendor Name: STAPLES Pay Terms: 35 Arrears
out the remittance (or payment) itself 5206 W 38TH 5T Voucher Source:  Online

INDIAMAPOLIS, IN 46254
e TR = Travel vouchers

Entry Status: Postable Origin: Pyt
* SD =SDO payments Match Status: Mo Match Created: 1102612007
Approval Status: Approved Created By: JHODGES
4 Select the Hold Payment checkbox to prevent a voucher from being paid. You must select a Post Status: Unposted Modified: 11/26/2007
Hold Reason. Also, you must enter a detailed explanation in the Payment Notes box. If the Modified By: JHODGES
reason for the hold is a dispute with the vendor, you must contact AOS to recalculate the Document Tolerance Status:  Valid ERS Type: NotApplicable
interest charges.
Budget Status: Mot Chk'd Close Status: Open
5 Click Save. Budget Misc Status: walidl
‘View Related | Payment Inquiry v| Go

APTO7

APSCO09 Summary page
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Possible Voucher Statuses

Approval Status

e A-Approved
* D —Denied
e P-Pending

Post Status

e N - Payment Not Applied
e P —Posted
e U-Unposted

Budget Checking Status

e E - Error in Budget Check
e N - Not Budget Checked
e V- Valid Budget Check

Doc Tolerance Status

e E - Error
N - Not Checked
R — Reset
V - Valid

The Error Summary page shows users any errors that occured upon
data entry for the voucher. For example, if a voucher is entered with
the same vendor/invoice number combination, an error will occur
as duplicate invoice numbers are not allowed at the State of Indiana.

|~ Summary Y Invaice Information )" Payments " Woucher Atiributes '} Error Summary

Business Unit: 00050 Imvoice Number: T78787ja
Voucher ID: 00000769 Imvoice Date: 11/26/2007
Style: Regular Total: 50.000 UsD

This Youcher does not have any errors.

B save | LLReturn to Search | +[8 Previous in List l +[E| Mext in List | [=] oty | 4 Refresh Er ad | & UpdateDisplay

Summary | Invoice Information | Payments | Youcher Attributes | Error Summary

APSC10 Error Summary page

L. Exclusively for use by the State of Indiana
ENTAP Training Issue Date: 12/05/2007
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Entering a Voucher from a PO Receipt

You have received an invoice for items ordered with a purchase
order and you need to create a voucher in the system to pay the
invoice. You MUST copy the PO information from the PO receipt
into the voucher. You cannot enter a voucher for a PO if a receipt
has not been entered for the goods or services. If a receipt has not
been entered for the PO, contact the person responsible for entering
receipts in your agency.

The State has 35 days to pay an invoice, after which the State pays
interest. The 35 days is calculated from the later of the received date
or the invoice date. These dates must be recorded accurately so that
the system can calculate interest correctly.

~
Enter only ONE invoice for each voucher. DO NOT combine more
than one invoice per voucher.
J
To enter a voucher from a PO receipt:
A. Add invoice number and date.
B. Search for PO receipt, select lines, and copy selected lines into
voucher.
C. Verify that the copied information matches the invoice.
D. Verify payment information.
Navigation
C Accounts Payable >> Vouchers >> Add/Update >> Regular Entry ]

Exclusively for use by the State of Indiana
Issue Date: 12/05/2007
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Procedure | Add Invoice Number and Date Procedure | Search for PO Receipt, Select Lines,

and Copy Selected Lines into Voucher
Use the Add a New Value tab to enter a new voucher. Note that

the Voucher ID field says NEXT. After you enter the voucher
information and save, the system will assign a voucher ID number.

Use the Worksheet Copy Option to find the receiver to copy into
the voucher. After you bring in the information from the receiver,
you can make adjustments as necessary, such as freight or invoice

If you need to look up an existing voucher, use the Find an Existing amount. If the quantity is different, notify the receiver to verify

Value tab. accuracy of the receiving information. Do not change quantities

brought in from a receiver.

- eProcurement :I " Invoice Information __Payments '} Voucher Afiributes
[ Services Procurement Business Unit: 00050 Invoice Number: 8474846
[ Sourcing VoucherID:  NEXT Invoice Date: 111142007 [
[ Grants Voucher Voucher Style  Regular Action: v|_Run
[ Project Costing CoRVtoN gl e ocumeat
I> Proposal Management [ FEind an Existing Value Y Add a New Value PO Unit: @, Purchase Order: @ _CopyPG | worksheet Copy Option: None -
[> Travel and Expenses -
[ Bllllng . N Vendor: Q *Pay Terms: UponRec v &
b Aceolnts Beceivabie Business Unit: ooosn Sy Name: Q comrolGromp: | & Comments
Accounts Payable ey = Location: | | Accounting Date: 111712007
—Wouchers Voucher ID: e *Address: | | Aduancedvendor search  *Currency: usD @ Non Werchandise Summary
= Addilpdate Voucher Style: | Regular Voucher w Total: 550000 _Calculate
Short Vendor Name: | IQ
— Quick Invoice Entry
- Complete Redister Vendor ID: |:]Q packing Sii
Yvoucher . SO
~ Close Voucher Vendor Location: [ |
— Delete Youcher Address Sequence Number: EQ EJ[=] Line ReceivedDate "Distribute by Item Descripti Quantity UOM  Unit Price Extended Amount
— Update Open lterm 1 [ Amount ~ Q a 550,000
— IUnPostvoucher Imvoice Number: | ShinTa SnoadChart
[[; E;g:i': Invoice Date: I:ll}'i,]
[> Contral Groups Gross Invoice Amount: | D_gggl APSC12 Invoice Information page
[» Payments .
> Batch Processes Freight Amount: | D.DDDI
’ ﬁﬁglew HEERUE FELEIANE = | Misc Charge Amount: | DADDDI
[ Reports Estimated No. of Invoice Lines: |:| Step Action
— Auditor of State Portal 1 In the Worksheet Copy Option field, select PO Receipt.
— Accounts Payahle Center
[ Asset Managermernt Add
[- Banking APTO09
APSC11 Add a New Value tab

Action
1 Accept the default Voucher Style Regular Voucher.
2 Enter the Invoice Number.
3 Enter the Invoice Date.
4 Click Add.

APTO08

ENTAP Training
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Use the Worksheet Copy Option to find the receiver to copy into the Procedure | Verify the Copied Information
voucher. Use the Copy Worksheet page to look up the receiver for Matches the Invoice
the PO for which you are entering the voucher.

It is important to verify that the information copied from the receipt

Copy Worksheet matches the information on the invoice. The dollar amount for a line
Unit: 00050 Voucher: NEXT m— item can vary, as long as the difference does not exceed the lesser of
Hecaner Laolkup Eritar 10% or $500 (which is the document tolerance limit established in

PO Business Unit: DQ PO Number: Q, ‘PO Dt Opt: PO Date: l:]l}'i] the system)
Receipt Unit: I:lQ
ReceiptNumber rom: [ & Receiptumber To: [ ] If the invoice amount exceeds the document tolerance, follow your
Receiver Line From Line: [ ] , . . .
oo ] agency’s chain of command for handling budget issues. You may
*Receipt Date Option: Mo Date v Receipt Date: I:]Eﬂ
, —— also need to contact the buyer who created the PO. A change order
Ship To: :IQ Packing Slip: l |Q
Pro Number: | a Bil of Lading: | & may need to be created for the PO.
Carrier ID: l:IQ
If you notice that the accounting information s incorrect, DO NOT
CHANGE it on the voucher, because doing so will affect the budget
Max Rows to Search o lected Lines Reset ] 1
o il | | SelectAll [ Clearal checking status and thus require another round of approvals. Enter
ajournal voucher to correct the accounting distribution.
APSC13
——+
R Search Copy Selecizd Lines Reset SeledAl [ ClearAl On this page is an icon to Finalize the PO ( {[% ). When a voucher is
olect Becebvenliees created and the entire PO is received and complete, click the icon to
PO Unit: 00050 PO No.: 0008515286 PO Date: 09/04/2007 F 1 th PO
BU Recv: 00050 Receipt No: 0000000135 Recv Date: 11/18i2007 Inalize e °
Ship To: 0504081 Carrier ID: Packing Slip:
Pro Number: Bill of Lading: " Invoice ion | Payments } Voucher N
Vendor ID: 0000217617 OFFICEMAX INCORPORATED Business Unit: 00050 Invoice Number: 1234566
: : : e Cugtm]"zg | Eind | view All | 3§ Voucher ID: NEXT Invoice Date: 1112012007 [
Selemfi—‘;e'm Seq ltemID Description Quantty UOM Hot  Merchandise c,.;cy Eu“mzﬂtjgﬁdg—" Ouder  pOMe.  Lme ﬁw % e Voucher Style  Reqular
TREE T nee Copy from a Source Document
1 1 ?)r(uz mlgL?ﬁO 60000 PK  3.42000 20.520 USD £.0000 PK 3.42000 0008515286 1 1Received [ ] ASOM9061 PO Unit: Purchase Order: Copy PO Worksheet Copy Option: MNone -
SelectAll [ Clear Al Vendor: 0000217617 Q@ ~pay Terms: 3B ATears =
Name: OFFICEMAXI-001 & Control Group: Q B B commens
APSC14 Copy Worksheet page Location: 000003 @ Accounting Date: 1111812007 5
“Address: 3 QU aguanced Vendor Search  "Currency: usD @ Non Merchandise Summarv
OFFICEMAX INCORPORATED Total: 20520 —Icalcume Withhalding
Action 3233 N POST ROAD
INDIANAPOLIS, IN 46226 Packing Sk
2 Enter the Receipt Unit.
3 Enter the receipt number in the Receipt Number From field. F][S] line Received Date *Distributeby litem Description Quantity UOM  Unit Price Extended Amount
4[1118o007 1 Ouantifv _~ O OFFICEMAY: Ol MAU 17 £ 0000 PK O 342000 20 e20]
4 Click the Search button. APSC15 Invoice Information page
5 Select the receiver lines that you want to copy to the voucher.
6 Click the Copy Selected Lines button. .
Action
APT10 1 Verify that the information copied from the receiver (vendor, amount, line items) matches the
information on the invoice.
2 Verify the date is correct in the Accounting Date field.
3 The Description field will default from the PO.
4 Click the Withholding link to view or verify withholding. (Optional step)
5 Click Save.
APT11
.. Exclusively for use by the State of Indiana Exclusively for use by the State of Indiana .
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Procedure | Verify Payment Information

1 Verify the Remit To address
On the Payments page, you can put a payment on hold if you need 2 The Bank, Account, and Method should default.
to delay it for some reason. When the voucher is saved, the system e Bank = AOS
calculates the due date based on the payment terms. If you need to e Account = AOS
change the scheduled due date, contact AOS as users cannot make e Method = ACH
changes to the scheduled due date. 3 Enter the appropriate Handling Code.
4 Click Save.
{” Invoice Information  Payments {_ Voucher Attributes ', APT12
Business Unit: 00050 Invoice Number: 1234566
Voucher ID: NEXT Invoice Date: 11/20/2007 [
Voucher Style  Regular
Total: 20.520
Vendor: OFFICEMAX INCORPORATED *Pay Terms: 35 Arrears v Schedule F'ayment5|
3233 N POST ROAD
INDIAMAPOLIS, IN 46226
Payment Information in First =] 1 of 1 LI Last
Scheduled Payment: 1 EHE
*Remit to: 0000217617 Q5 Gross Amount: 0.000 USD
Location: 000002 @, Discount: 0.000] USD []Discount Denied
*Address: 2Q Late Charge
OFFICEMAX INCORPORATED Scheduled Due: £
| —
APSC16
ADS Q Pay Group:
ADS Q *Handling:
CHK/@ Check *Netting:
Messages
Message will appear on remittance advice.
*Action: Schedule ~| Payment Date: Hold Payment Separate Payment [[]
Pay: o Reference: [ | Hold Reason: Q
Letter of Credit: i
Payment Inquiry HolidayiCurrency Options ~ Express Payment  Vendor Bank Account
Payment Note
Note: Payment Note is for internal use only and will not appear on remittance advice.
APSC17 Payments page
.. Exclusively for use by the State of Indiana Exclusively for use by the State of Indiana .
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¢ Run the SOIAP008 query to
check voucher data entry

After all of the vouchers have been entered, this query should be
run to view all of the entered vouchers to verify data accuracy. This
query as seen on the next page shows all of the fields entered on the
voucher. Data processors must verify their data input. If there are
any problems with input, the data processor can reopen the voucher
and change it.

Navigation
C Accounts Payable >> Vouchers >> Verify Pending Vouchers ]

A new browser window opens. After you enter the business unit
and origin and click View Results, a box displays asking if you want
to open or save the Excel spreadsheet. Click Open to run the query.

Business Unit: 00050 |
Origin: PYM |

PS ROS s \Voucher PC
s Vend Inv Inv |Distrib. Bank Scheduled : Wihd A Bud| —
I e Ve':“" P w P a e m oue M P"Su‘s o M PR H 3“5 ﬁ FE R

File Download 3]

Do you want to open or save this file?

@ Name: g.xls
— Type: Microsoft Excel Workshest, 36.2 KB
From: gmiswebp0Spw. shared. state. in.us

[ open ][ _save ] [ cancel ]

Always ask before opening this type of file

‘While files from the Internet can be useful, some files can potentially
aim pour computer. | you do not tust the source, do not open or
save this file. What's the risk?

APSC18 Query SOIAP008 (Verify Pending Vouchers)

Action
1 Enter the Business Unit.
2 Enter the Origin. (Enter a % wildcard to see all vouchers for a business unit.)
3 Click the View Results button.
4 Click the Open button.

APT13

Exclusively for use by the State of Indiana
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ENCOMPASS | Accounts Payable

=508 %

Check each column to verify the data input on each of the vouchers.

=¥
Type 3 question for help 1

g 09| 3
> T 8| 3F

: & Snaglt |21 | Window - !

Al v f& Verify Vouchers Prior to Pymnt
A 8 c D [ E [ F [ G [

1 [werity V[ 446
2 [origin |voucher |PS vendor #[vendor Name |mos FiD # [invoice # |invDate  [PONo.  [Descr
& [PYM  [00000352 [0000000046 |PRINTERS SUPPLY OF INDINC 1351050029- ZHTestBP_AM1T 9/25/2007
4 |Pym (00000252 (0000000046 PRINTERS SUPPLY OF INDINC |351050020- ZHTestBP_AM1T 9/25/2007
5 |[Pym  [00000360 (0000000005 |1ST QUALITY PRINTING CENTER [No Auditor of State Payment C51234 10/2/2007 0008500022 |Test Purchase
6 |[Pym  [00000389 0000000466 |UNISOURCE 135369500-08 MA1234 10/4/2007 (0005516262 |3 HOLE PUNCH PAPER
7 |[ADM 00000421 (0000000012 |3M COMPANY No Auditer of State Payment 5000787100001 7/10/2007 HOTDOG ROLLS-line 1
& [ADM  [00000421 (0000000012 |2M COMPANY No Auditer of State Payment (5000787100001 71102007 HOTDOGS-line 2
9 |[ADM 00000422 0000000012 |3M COMPANY No Auditer of State Payment usD 50007871000jd 7/10/2007 HOTDOG ROLLS-line 1
10 [aDmM (00000422 [0000000012 |3M COMPANY No Auditer of State Payment usD 50007871000jd 7/10/2007 HOTDOGS-line 2
11 |ADM  [00000423 (0000000012 |3M COMPANY No Auditer of State Payment 5000787111111 4/30/2007 HOTDOG ROLLS-line 1
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( Navigation

d Entering Credit Vouchers

To capture a vendor credit, use the Adjustments voucher style. You
no longer enter a credit line item on a regular voucher.

To enter a credit voucher:

A. Select the Voucher Style Adjustments in the Voucher component.
B. Link the adjustment voucher to the voucher being corrected.

C. Add credit distribution lines to redistribute the amount that was
charged incorrectly.

Accounts Payable >> Vouchers >> Add/Update >> Regular Entry )

Add a New Value Tab

Use the Add a New Value tab to enter a new voucher. Note that
the Voucher ID field says NEXT. After you enter the voucher
information and save, the system assigns a voucher ID number. To
look up an existing voucher, use the Find an Existing Value tab.

Voucher

J Find an Existing Value | Add a New Value |

Business Unit: 00050 Q

Voucher ID: 'ﬁl

Voucher Style: Adjustments -
Short Vendor Name: IMCOMPANY-001 @

Vendor ID: 0000000012 @

Vendor Location: W Q

Address Sequence Number: 1Q

Invoice Number: CMG4758

Invoice Date: 110107 [

Add

Find an Existing Value | Add a New Value

APSC20

Exclusively for use by the State of Indiana
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Step Action

1

2
3
4
5

Change the default Voucher Style to Adjustment Voucher.
Enter the Vendor ID.

Enter the Invoice Number.

Enter the Invoice Date

Click Add.

APST14

Use the Invoice Information page to enter the applicable credit/
debit memo amount along with all of the appropriate Chartfield
information. If entering a credit memo, remember to enter the
amount with a negative dollar value (e.g., -10.00).

[

" Invoice

' Payments | Voucher

 Emor A

Copy From Worksheet

Business Unit: 00050 Invoice Humber:  CM84758

Voucher ID: 00000756 Invoice Date: 110172007 [

Voucher Style  Adjustment Action: - | J=an

Vendor: 0000000012 Q *Pay Terms: UponRec = =)

Name: 3MCOMPANY-001 @ Control Group: Q Comments
Location: 000003 Q Accounting Date: | 1107/2007 [
*Address: 1 AdvancedVendor Search  “Currency: usD Q Mon Merchandise Summary

. - Calculate i
3N COMPANY ;;:L 10.000 Withholding
erence

3M CENTER BUILDING 225 55 08 " 0.000

BOX 33225

STPAUL, MN 55144-1000 Packing Slip:

Voucherip: 00000687 Copy to Voucher

= Line Received Date *Distril by Hem

Invoice Lines -10.000

Misc Charge Amount =

Freight Amount =
(minus)  Total -10.000 Calculate
(equals) Difference Amount 0.000

Non Merchandise Summary

L ipti Quantity UOM Unit Price Exte Amount
1/11/01/2007 [ Amount  ~ @ CreditMemo Q -10.000
Ship To SpeedChart Related Voucher
0504081 @ Q@ [F] Use One Asset ID Calculate
APSC22
~ Distribution Lines Customize | Find | View All | 2
GLChart Y ExchangeRate j Statistics )  Assels
Amount  Quantity *GLUnit  Fund Account Program  Dept Bud Ref TePUS  project Activ
=] 1 -10000 00050 @ 10020 @ 592800 Q_ 10000 Q 007000 Q. 2008 Q Q Q Q

APSC22
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(_ Entering a Journal Voucher

1 Enter the amount of the credit/demo in the Total field on the header section.
Note: Remember to use a negative number for a credit memo. Journal vouchers are used to adjust accounting entries for vouchers
2 Enter the original voucher id in the Voucher ID field. that have been posted and paid, and whose payments have also
3 In the Received Date field, enter the date the credit/debit memo was received. been posted. Journal vouchers are zero-amount vouchers. You enter
4 Enter an applicable description in the Description field. a credit line and a debit line for the amount of the voucher (or line
item) you are correcting. You cannot copy any source documents
5! Enter the amount in the Extended Amount field. ) y K & py any .
to create journal vouchers. Do not change any of the original
6 Enter the amount in the Amount field in the Distribution line section. voucher amounts on a journal voucher. You are using the journal
7 Enter the applicable chartfield string in the Distribution line section. voucher ONLY to change accounting information that was entered
8 Click Save. incorrectly.
APST15 Journal vouchers are entered for payments originating from the

Accounts Payable module. If a payment did not go through the AP
system, such as a high-volume payment, the accounting information
should be corrected with a general ledger journal entry.

To enter a journal voucher:

A. Select the Voucher Style Journal Voucher in the Voucher component.
B. Link the journal voucher to the voucher being corrected.

C. Add credit and debit distribution lines to redistribute the amount
that was charged incorrectly.

D. On the Payments page, record the “payment” for the voucher.

Navigation
[ Accounts Payable >> Vouchers >> Add/Update >> Regular Entry J
ENTAP Traini ng Exclusively for use by the State of Indiana Exclusively for use by the State of Indiana ENTAP Trai ning
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Procedure | Select Journal Voucher and Enter
Invoice Number and Date

Use the Add a New Value tab to enter a new voucher. Note that
the Voucher ID field says NEXT. After you enter the voucher
information and save, the system will assign a voucher ID number.

If you need to look up an existing voucher, use the Find an Existing
Value tab.

Voucher

{ Find an Existing Value " Add a New Value

Business Unit: 00050 @

Voucher ID: ‘F‘

Voucher Style: Journal Voucher -
Short Vendor Name: - Q

Vendor ID: A

Vendor Location: ] a,

Address Sequence Number: 0Q

Invoice Number:

Invoice Date: [E

Add

Find an Existing Value | Add a New Value

APSC23

Action

A W N =

Select Journal Voucher in the Voucher Style field.

In the Invoice Number field, enter JV plus the original invoice number.
In the Invoice Date field, enter the original invoice date.

Click Add.

APT16

ENTAP Training
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2

ENCOMPASS | Accounts Payable

Procedure | Link JV to Original Voucher and
Accounting Information

Use the Invoice Information page to enter distribution information.

E’ E| Line Received Date *Distril by Item Description Quantity UOM_ Unit Price Extended Amount
1] | |-”-moum ~] [ | ‘ H—/ 0.000
Ship To SpeedChart
0504081 @ | [1use One AssetID Calculate

Exchange Rate | Statistics |  Assets

Amount Quantity *GL Unit ~ Fund Account Program  Dept Bud Ref

Unit Project Activi
-451.660 00050 Q@ 10200 Q 520300 Q10000 & 007001 Q 2008 Q Q Q Q
451.660 00050 @ 10020 @ 520300 Q10000 @ 007001 Q 2008 Q Q Q Q

APSC24

Invoice Information page

Action

A W N

Enter the original voucher number in the Related Voucher field.
In the Description field, enter a useful description, such as JV TO CORRECT ACCT.
Leave 0 in the Extended Amount field.

Enter the incorrect accounting information in the Distribution Lines section and enter original
amount as a credit.

Add another distribution line and enter the correct accounting information and the original
amount as a debit.

Save.

APT17
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¢ Running the Voucher Build Process Steps to Run the Voucher Build Process:
The voucher build process is a method to load a large number SiEg ——
of Vouchers into the System. It is used to create Only a few types 1 Create the flat file with the voucher information and save the file to a designated folder.
of payments: ESDO payments, distributions, HIPPA payments, 2 Run the AUDClaim - Voucher Import/Build process in PeopleSoft.
and HACH payroll. It is also used by some agencies to upload 3 Check for vouchers in Recycle status and correct any errors.
information from other systems into ENCOMPASS. Users create 4 Approve the control group for the uploaded vouchers, thus sending the control group through
a flat file with voucher information that is then loaded into the approval workflow.
ENCOMPASS. Agencies must work with their IT personnel to create 5! After the control group has been approved by the highest agency level, create the Transmittal
. . s Report and send it to AOS with the associated invoices for payment.
a process for getting the data into the correct format for loading into
ENCOMPASS 6 AOS approves the control group of vouchers.
7 AOS runs the Pay Cycle process to create the payments.
When the voucher build process is performed, the vouchers are 8 AOS distributes payments according to the handling codes on the vouchers.
created within a control group. The process will create and load
vouchers even if they have budget, edit, or document tolerance APT18

errors. After building and loading the vouchers, users need to search
for and correct vouchers in Recycle status, just as they do for regular
vouchers that have errors. See Chapter 4: Troubleshooting and
Correcting Vouchers for information on correcting errors.

When submitting these vouchers to AOS for payment, you create
a Transmittal Report, similar to the one that you create to submit
regular vouchers for payment.

Navigation to Voucher Build Process

Navigation
[ Accounts Payable >> Batch Processes >> Interfaces >> AUD Claim Voucher Build ]

Navigation to Control Group Approval

Navigation
[ Accounts Payable >> Control Groups >> Approve Control Group ]

- Exclusively for use by the State of Indiana Exclusively for use by the State of Indiana
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Chapter 3 | Approving and Submitting
Vouchers for Payment

Chapter Overview

After vouchers have been saved, they must be approved by
designated users at the agency. The ability to approve is based

on the user’s security access. The number of approval levels at

an agency varies according to agency policy. Once a voucher has
received the final agency-level approval, it can be submitted to AOS
for final approval and payment.

To submit vouchers for payment, the AP Collator prints a
Transmittal Form for each approved voucher, runs the AP Collator
Report, and puts all the invoices, forms, and the AP Collator Report
in a pouch to send to AOS.

After AOS has approved the vouchers, the vouchers will each be
paid in the Pay Cycle that runs on the voucher’s scheduled due date.

Before vouchers can be picked up in a Pay Cycle, they must

also pass document tolerance and budget-checking and be

posted. Document tolerance, budget-checking, and posting run
automatically every two hours. Users no longer run these processes
for individual vouchers.

~
Vouchers are routed for approval when they are saved, regardless of their
document tolerance or budget-checking status. Approvers should verify
these statuses before approving a voucher. Also, once a voucher has passed
document tolerance and budget-checking, it will be posted on its accounting
date, regardless of its approval status.

%
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If a voucher fails any of the processing, if it is denied by an
approver, or if the user realizes a mistake has been made, a number
of actions can be taken, depending on the problem and the status of
the voucher. Corrections may require that the voucher be unposted
or closed. A limited number of users have access to the unposting
and closing processes. For information on correcting vouchers, see
Chapter 4: Troubleshooting and Correcting Vouchers.

Some agencies may use the high-volume payment process to create
payments. High-volume payments originate from another system,
go to a payee that is not in the ENCOMPASS vendor file, and are not
reportable (for example, tax refunds, child support). The payments
DO NOT originate as vouchers in the ENCOMPASS Payables
system.

Chapter Objectives

By the end of this chapter, you will be able to:

e Approve (or deny) vouchers
e Submit vouchers to AOS for payment

¢ Process high-volume payments (few agencies)

Exclusively for use by the State of Indiana
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Approving (or Denying) Vouchers

Users who have approval roles may receive the following items on
their Worklist for approval:

¢ Individual vouchers
e Vouchers created from the voucher build process
e High-volume payments

The approval process is similar for each type of item. This section
outlines the steps to approve individual vouchers.

All agencies have at least one level of voucher approval. (Vouchers
are no longer entered as pre-approved.) When a voucher is saved, it
is routed to the Worklist of the next designated person for approval.
When that person approves the vouchers, it is routed to the Worklist
of the next person, and so on, according to how the agency’s
approval process has been set up.

Approvers should run the SOIAP008 query to verify the voucher
information. See Chapter 2: Entering Vouchers or Chapter 4:
Troubleshooting and Correcting Vouchers for information on
running the query.

Approvers should ensure that all information on the voucher is
correct, because when they approve a voucher, they are responsible
for its accuracy. In particular, approvers should check for the
following:

e Verify that vouchers for purchase orders are copied from PO
receipts. It is very important that all vouchers for a PO are created
from the PO receipt so that the encumbrance created by the PO is
relieved.

¢ Verify that Chartfield values are correct.
e Verify the dollar amount is correct.

e Verify the vendor information, along with the remit to address.

ENTAP Training
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b Accounts Receivable
> Accounts Payable

> eSettiements Waorklist for APAPPROVER1: AP Manager
> Asset Management

Accounts Payable

If a voucher needs to be corrected, deny the voucher. The voucher
will be routed back to the user who entered it so that person can
take the appropriate action. The person denying the voucher sends
the original invoice back to the originator, with documentation
indicating what needs to be corrected. The particular process for
notifying the originator of the reason for denial is determined by
agency business processes. When the user makes the changes, the
voucher goes through the approval workflow again.

Once a voucher has been approved at the final agency level, it can be
submitted to AOS for payment.

If necessary, vouchers can be accessed from the Voucher Approval

menu path, rather than from the approver’s Worklist. The two
methods are shown below.

d Approving or Denying a Voucher
from the Worklist

Procedure | Review voucher information

Vouchers requiring approval are routed to the approver’s Worklist.

 gENGOVPRASS

[ IT Asset Management
- Banking Detail view WorklistFiters: ¥
1> Cash Management _
I> Deal Management al F
- Risk Management From Date From ‘Work tem ‘Worked By Activity rior Link
> Financial Gateway Route for
; 10001014, 5673829ih,
[ VAT and Intrastat TRAINER1 1171212007 Additional APPROVE_VOUGHERS B
1 Excise and Sales TagvAT At 112742
IND “
g Route for
> Commitment Control
b G e TRAINERT 1171212007 Additional APPROVE_VOUCHERS T —
> Allocations Approvals
1 Statutory Reports: Route for
1 SCM Integrations: TRAINERT 1111212007 Additional APPROVE_VOUCHERS v %a“““ﬂm
1> Set Up Financials/Supply Approvals 112744 )
Chain AODS Agency High Volurme payment Approval 112547, 00050, 092020070055, 3
- Enterprise Components AP User 101012007 o orover Activity ¥ isc
> Government Resource Notify Load
Directory AP Manager 1110312007 S0I_YOUCHER_APPR_1 | n00s0. 000000012
pprover
I Background Processes .
= Worklist AP Manager 110312007 2';’;'&"‘;;“ S0I_VOUCHER_APPR_1 ~| 00050, 0000000127
— Vorklist Details AP Manager 11372007 Notity Load S01_VOUCHER_APFR_1 <) 00050, 0000000130
— Navigator Appraver 10050, 0u0ON001 30
APSC25 ENCOMPASS home page
Step Action
1 Click the Worklist link.
2 Click on the item you want to review.

ENTAP Training
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{ Approval Y Line Information }” Charge Information |

Unit: oaoso Invoice:  5E73829jh Vendor:  |NDIANAPOLIS WATER CO

Voucher: 00001014 Date: 110572007 1D: 0000050023

Approval Information 'oucher Details
® Pending Total: 500.000  USD Invoice Due Upon Receipt
© Approved Sales Tax: 0.ooo
© Deniied Freight: 0.ooo
Use Tax: n.oon
Entered VAT: n.oon
Details &
Remit SetlD Remit Vendor Name 1
STIND 0000050023 IMDIAMNAP QLIS WATER CO

I,E.us:ave| B3 Wiews Worklist | 13 Previous in Wiorklist | +FE Mexd in vorklist | [=] ity I

Approval | Line Infarmation | Charge Informatioh

Issue Date: 01/18/2008

APSC26 Approval page
Step Action
3 Review summary information on the Approval page.
4 Click the Line Information tab.

APT20

i Approval Y Line Information Y Charge Information

Unit: ooosa Invoice:  AEY3828jh Vendor:  [NDIAMNAPOLIS WATER GO

Voucher: (00001014 Date: 11/05/2007 1D: 0000050023

First 0 1 0f 1 LBl Last

Line Description uanti Amount
1 wiater bill 0.0o00 500.000
APSC27 Line Information page
Step Action
5 Review line item detail on the Line Information page.
6 Click the Charge Information tab.
APT21
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[~ Bppraval y " Line Informatian_j Charge Information || Procedure I Approve or deny the voucher
Unit: ooos0 Invoice:  5E73829jh Vendor:  |NDIANAPOLIS WATER CO
Voucher: 00001014  Date:  11/05/2007 D: 0000050023 1‘( Approval | Line Infarmation | Charge Information )
Line Description Quantity Amount Unit: oooso Invoice:  5RT3829jh Vendor: [NDIANAPOLIS WATER CO

1 water il 500.000 Frint F
Voucher: 00001014 Date: 1140572007 ID: 0000050023

Accounting Charge Infoermation

! GL Chart ! Approval Information 'oucher Details

Amount GL Unit Fund Code Account Program Department Budget Reference PC Business Unit Project Total: 500000 USD Invoice Due Unon Receint
400,000 DODSD 10200 520102 10000 007001 2008 ® Pending ' . P P
O Approved Sales Tax: 0.000
. © Denied Freight: 0.000
APSC28 Charge Information page Use Tax: a.0oa
: Entered VAT: 0.000
Action

7 Review accounting information on the Charge Information page. Details =
8 Return to the Approval page. Remit Setid  Remit Vendor Name 1
STIND 0000050023 IMDIAMAPOLIS WATER CO
APT22

Savel B3 Wiews Worklist | 13 Previous in Wiorklist | +E et in viorklist | [=] hletity |

Approval | Ling Infarmation | Charge Information

APSC29 Approval page
Step Action
1 Select Approved or Denied.
2 Click Save.

APT23

Because this approval is not the final approval for the voucher, a
message appears saying you do not have authority to perform this
action.

Waming - You are not authotized to approve this transaction. Do you want it routed? (7045,

You do not have the appropriate level of authorization. If you like, it will be routed to the next person in the approval route. Ifyou choose notto, the voucher will remain in a pending status.
oK Cancel

APSC30
Step Action
3 Click OK to send the voucher to the next approval level.
APT24
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d Approving or Denying a Voucher Through
the Voucher Approval Menu Path

You can use the Voucher Approval menu path to access vouchers
for approval. Approval processing steps are the same, regardless of
whether you arrive at the Voucher Approval Component through
the Worklist or by navigating through the menus.

Navigation
C Accounts Payable >> Vouchers >> Approve >> Approve Vouchers j

Voucher Approval
Enter any infarmation you hawve and click Search. Leave fields hlank for a list of all values.

[ Find an Existing Value |

Business Unit: [o0os0 |a
Voucher ID: | begins with v/ |
Invoice Number: [ begins with v || |
Short Vendor Name: | beging with [+ “ |
Vendor ID: | begins with v/ |
Name 1: [ begins witn v|| |
Packing Slip Number:| beging with [+ || |
[ case Sensitive
Search | Clear I Basic Search 5] Save Search Criteria

Search Results

Business Unit Voucher ID Invoice Number

Gross Invoice Amount Invoice Date Short Vendor Name Vendor ID  Name 1

Qoosn 00000512 5000787349633 1200 1001072007 3MCOMPANY-001 0000000012 3t COMPANY
Qo050 00000511 5000787349533 6005 10M 072007 3MCOMPANY-001 0000000012 3t COMPANY
00050 00000510 &0007873484aa 248 55 10/ 02007 3MCOMPANY-001 00000000132 30 COMPANY
00050 00000509 50007873496z 1200 10/ 02007 3MCOMPANY-001 0000000012 30 COMPANY
Qoosn 00000508 50007873495z G005 1001072007 3MCOMPANY-001 0000000012 3t COMPANY
0o0sa 00000507 500078734847 248.55 101 02007 2MCOMPANY-001 00000000132 30 COMPANY
APSC31 Find an Existing Value tab

Step Action

1 Verify the Business Unit and click Search.

2 Click on the voucher you want to review.
APT25

Exclusively for use by the State of Indiana
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{~ Approval Y Line Information }” Charge Information |

Unit: ooosn Invoice:  50007873496aa Vendor: 3 COMPANY
Voucher: 00000512 Date: 10/ 0:2007 ID: 0000000012
Approval Infformation [l Voucher Details
®Pending Total: 1,200000  USD Invoice Due Upon Receipt
O Approved Sales Tax: 0.000
© Denied Freight: 0.000
Use Tax: 0.000
Entered VAT: 0.000

Details &
Remit SetlD  Remit Vendor Name 1
STIND 0000000012 3M COMPANY

Save | S Return to Search | 4[] Previous in List | 4[] Nextin List | [=] Motify

Approval | Line Infarmation | Charge Information

APSC32 Approval page

Step Action
3 Follow the steps as outlined in the previous section, Approving or Denying a Voucher from the
Worklist.
APT26
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¢ Submitting Vouchers to AOS for Payment N
After a V.OUCher has recelv.ed final agency approval, 1t1s ready tc.) Vouchers will be paid according to their due date, NOT according to when
be submitted to AOS for final approval and payment. AOS requires they are submitted to AOS.
that a Voucher Transmittal form be printed for each invoice, that the
vouchers be submitted in pouches, and that the AP Collator Report
be printed to identify the vouchers in the pouch. ~
Pouches of vouchers should be separated according to whether they To prepare a voucher pouch for AOS:
are PO vouchers, non-PO (claim) vouchers, or travel vouchers. Do
not combine different types of vouchers in the same pouch' A. Print a transmittal form for each voucher to be submitted and attach
it to the original invoice.
The original invoices should be arranged in the order they are B. Run the AP Collator Report to Excel and verify that it lists only the
printed on the query. The AP Collator Report should be placed on vouchers being submitted.
top of the stack of vouchers and transmittal forms, and the entire C. Arrange the invoices in the order they print on the query.

stack should be placed in an envelope. Before submitting a voucher

pouch to AOS, make a copy of the contents. D. Make a copy of the voucher pouch.

E. Send the voucher pouch to AOS.
Send the pouch to AOS. Vouchers should arrive at AOS at least four
business days before they are due to be paid. When AOS receives the
pouch, the invoices are audited and approved for payment or either
returned to the agency for correction. Approved vouchers are picked
up in the Pay Cycle that runs on their scheduled due date. The
morning after payments are created, agencies receive the Warrant
Distribution Report and any remittance advices or checks that they
have requested to be sent to them.

If you have a voucher that needs to be rushed for payment, contact
AOS to let them know you are sending an urgent voucher. Mark the
voucher as “special” on the AP Collator Report.

Exclusively for use by the State of Indiana Exclusively for use by the State of Indiana
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Procedure | Print Voucher Transmittal Form On this page, click the Print Form button to create the transmittal
form.
The Voucher Transmittal Form should be printed after the voucher
has received final agency approval. If necessary, it can be reprinted. [ Approval Y Line Information j Charge Information |
Navigation Unit: 00050 Invoice: teadfsa Vendor: PAUL RICHARD INC
( Accounts Payable >> Vouchers >> Approve >> Approve Vouchers j Voudier 00001026 Date: 1112007 ID: 0000000109 Print Form |
Approval Information @ Voucher Details
Enter the Voucher ID number of the voucher you wish to print. @ Pending Totak ERenen 1IEn Mawcice ue Upoa Heckinl
© Approved Salas Tex S
® Denied Freight: 0.000
Voucher Approval Use Tax: 0.000
Enter any information you have and click Search. Leave fields blank for a list of a Entered VAT: 0.000
{ Find an Existing Value '} Customize | Find | view Al | B First [1] 4 of 4
Remit SetlD Remit Vendor Name 1 Name 2
Business Unit: - - 0onsn Q STIND 0000000109 PAUL RICHARD INC
Voucher ID: begins with - APSC34 Approval page
Invoice Number: begins with -
Short Vendor Name: begins with -
Vendor ID: beqgins with - G
Name 1: begins with -
Packing Slip Number: begins with -
Approval Status: = - -
Case Sensitive
Search | Clear | Basic Search [El Save Search Criteria
APSC33 Find an Existing Value Tab
.. Exclusively for use by the State of Indiana Exclusively for use by the State of Indiana .
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appears. 1 Navigate to Voucher Approval page.
2 Click  PrintForm to run the report. Process Monitor will open.
[ Process List \( SenverList | 3 When the process reads Success Posted, click Details.
View Process Request For . .
o 4 Click View Log/Trace to see the report.
User ID: TRAINER1 Q, Type: ¥ Last 41 Days ~ Refresh .
o  on O fucin —I 5 Look for the PDF file, e.g. - SOIAP27B 3347834.PDF.
ver: » lame: nstance: 10
gmm = Esi;:ttll'jibuﬁon - [¥] save On Refresh 6 Click on the link to view the form.
[atus: S
el . First (W a5 or5 ¥ L 7 Click the Print icon [Flhe Adobe window to print the form.
Process < Distribution "
Select Instance Seq. Process Type Name User Run Control ID Run Date/Time Run Status Status Details APT27
[] 3347822 Crystal SOIAP27B TRAINER1 0000106 11/14/2007 10:30:25AM IND ~ Success  Posted Details
3347821 Crystal SOIAP025 TRAINER 0000000092 11/14/2007 10°:29:45AM IND S Posted Detail, H
O st uccess  Posted  Details Procedure | Print AP Collator Report (SOIAP008)
[] 3347820 Crystal S0IAP025 TRAINER1 0000000092 11/14/2007 10:29:40AM IND ~ Success  Posted Details
[] 3347819 Crystal SOIAP025 TRAINER 0000000092 11/14/2007 10°:29:24AM IND ~ Success  Posted Details
] 3347818 Crystal S0IAP025 TRAINER1 0000000092 11/14/2007 10:29:16AM IND ~ Success  Posted  Delails Nawgatlon
Reporting Tools >> Query Viewer
APSC35 Process Monitor
Online Payments Transmittal Form : =
- Asset Management L]
[~ IT Asset Management
> Banking Query Viewer
ggz:w:nlﬁmenql Enter any information you have and click Search. Leave fields blank far a list of all values
Bar code information includes E Ell::nn::‘g:?;?vs:; “Search By: | Query Name v hegins with SOIAP
. . 00050 [ WAT and Intrastat
Business Unit: H|||\ Ml ||||||| |||||||| 1> Excise and Sales TaaT [ Search | Acvanced Search
IND
> Commitment Cantrol
Voucher ID: 00001026 OO > Ganaral Ledgar Search Results
(> Allocations N .
(T b Sty Repors Fotr o foder_ v
Submitter: L 1> SCM Integrations =
> Set Up FinancialsiSupply
0 N e— Descrption Ownr Foter BT BUte gy, Mhite
Last Modified: HASRO07 1Z20IAM [ Government Resource AR
Directory SOIAPO01_VERIFY_VCHRS SOIAPO01-Verify Vchrs Public ACCOUNTS — HTML Excel Schedule Favorite
- Background Processes PAY
) I iiorkiist _ AP
Voucher Approval Chain :i#ﬂp“ﬁna"“" Diagnostics SOIAPD0Z AP Payments & ADS Deposits  Public ACCOUNTS — HTML Excel Schedule Favorite
ree Manager PaY
= Repating Tools AP -
= Query S0IAPOO3 ‘Youchers that are NOT posted Public ACCOUNTS HTML Excel Schedule Favorite
— Guery Manager PAY
Vendor Short Name Invoice # Invoice Date Line No Amount PO ID Receipt Date AP -
- Iy ’ i
PAULRICHAR-001 teadfsa 111312007 1 12,130.00 111312007 DPSS“&S?S?ELB S S0lAPO04 Check nurmbers for a paycycle Public ACCOUNTS  HTML Excel Schedule Favorite
I WML Publisher PAY
: 12,130.00 — Report Manag -
Gioss Amount: bpgozlgu-m,a;a = | solPoo7 Refund Glaim Youcher Abstract  Public ACCOUNTS  HTML Excel Schedule Favorite
> Development Utilities 3 PAY
— Tax Center AP -
APCO1 — Treasury Management 501APO08 \erify Vouchers Prior to Pymint Public ACCOUNTS  HTML Excel Schedule Favorite
Center PAY
APSC36 Query Viewer

After the report runs, if you choose to print the form or save it to
your computer, you must click the = icons in the Adobe

window. Action
1 Type SOIAP in the begins with field.
2 Click the Search button.
3 Click the Excel link for the query you want to run.
APT28
Exclusively for use by the State of Indiana Exclusively for use by the State of Indiana
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Q ¢ Loading High-Volume Payments

View Results
High-volume payments are loaded into ENCOMPASS via a batch

PS AOS - Vouch PC . .
IW@MM uPload pI‘OCESS. These payments Orlglnate from anOther SyStem, go
# & # i 8 G i °| status | ™ = |Unit

to a payee that is not in the ENCOMPASS vendor file, and are not

File Downloa X reportable. These payments include tax refunds, child support, and
Do you want ta apen orsave tis fe? miscellaneous disbursements such as disability payments.
@:@ '\T;: ;:iisuft Excel Workshest, 36.2 KB
s Exr T e High-volume payments are loaded from a batch payment file.
L oo J{ ome ) [ Cmea ) Agencies must work with their IT personnel to create a process
e for getting the data into the correct format for loading into
) o e ENCOMPASS and to identify the file directory where the batch

payment file resides.

APSC37 Query

Steps to load high-volume payments

Action 1. Create the flat file with the payment information and save the file to
4 Enter the Business Unit. a designated folder.
5 Enter the Origin. (You may enter a % wildcard to see all vouchers for a business unit.) 2. Run the High Volume Payments Interface process in ENCOMPASS.
2 Click the View Results button. 3. Correct any errors that occur.
7 Click the Open button.

P - 4. Approve the batch of uploaded payments, thus sending the batch

8 Save the Excel file. through the approval workflow.
9 Modify that the AP Collator Report to ensure that it lists all the vouchers, and only the . .

vouchers, that you are submitting for payment. 5. Create the HV Payment Transmittal Form and send it to AOS.
10 Print the AP Collator Report and place it on top of the batch of invoices and Transmittal forms 6. AOS approves the batch of uploaded payments.

you are submitting to AOS.

7. AOS runs the Pay Cycle process to create the payments.
APT29 8. The high-volume checks and remittance advices are returned to the

agencies for disbursement.

9. The Flag Payments for Distribution process is run automatically to
enable journal entries to be created for the payments.

10. Journal Generator is run automatically to create journal entries.

Perform the following procedure to load high-volume payments.

Exclusively for use by the State of Indiana Exclusively for use by the State of Indiana
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Run the High Volume Payments Interface process Approve the High Volume Payment Batch

If you do not have final approval authority, you will receive a
message asking if you want to route the transaction. Click OK to
trigger the workflow process.

Accounts Payable >> High Volume Payments >> High Volume Payments Interface

C Navigation

N

Step Action

Navigation
1 Select a Run Control ID or create a new one if this is the first time you are running the process. C Accounts Payable >> H|gh Volume Payments >> Review Batch for Approval ]
APT30
"V Payment Interface | vﬂ[;c:‘:fuun:]s Fayahle “| HV Batch Approval
ouchers . ) : "
Run Control ID:  TestHvPayLoadProc Report Manager Process Maonitor Run [ Control GI’DLI[CIS Enter any information you have and click Search. Leave fields blankfor a list
[ Payments i _
[» Batch Frocesses { Find an Existing Value
[ Review Accounts Payable
Infio . _
*File Directory | 1110.19.19 35\shared\426 - ADS - COA WorkiFhiase INTestingiHighVolumeFilel b Reports Business Unit: |UUU5U |Q
= High Volume Payments Batch ID: begins with |+ [
“FileName | HVFile.td — Batch Configuration )
— High Yalume Payments File Batch Date: |= “'| | |Eﬂ
APSC38  HV Payment Interface Batch Type: | bedins with | || |Q
/ oval Approval Status:l = A | | v|
— Print Paymen
Step Action Transrnittal Farm
— Flag Payments for Search | Clear I Basic Search Save Search Criteria
1 Enter the File Directory. Distribution
2 Enter the File Name. — Payment Detail
. — Release Budget & Search Results
3 Click Run. Delete Batch [4] 1-19 0113 [3]
4 Click OK. — Auditor of State Portal BllBusiness Unit Batch ID File Batch Date Batch Type Approval Status
5 Click the Process Monitor link. - ﬁciﬂh;mts F'a‘f'ab'te Centét | = goosn 092020070001 10/04/2007  MISC Approved
sset Managemen
6 Click the Refresh button after a couple of minutes, until Run Status is Success and Distribution I Banking f ooso 09202007005010/05/2007  MISC Anpraved
Status is Posted. e 00050 097020070051 10/05/2007  MISC Approved
Click the Details link. R cREi b 00050 092020070052 10/08/2007  MISC Denied
. . I General Ledger 00050 092020070053 10/09/2007 MISC Approved
8 Click the Message log link. & Allocations 00050 092020070055 10/ 0/2007  MISC Approved
) Confirm there are no errors in the message log. [ SCM Integrations oooso 092020070056 1001052007 MISC Pending
10 If errors exist, correct them.
APSC39 Find an Existing Value Tab
APT31
Action
1 Enter the Business Unit.
2 Click Search.
3 Select the Batch ID you just created. The status should be “Pending.”
APT32
.. Exclusively for use by the State of Indiana Exclusively for use by the State of Indiana .
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/ Batch Approval ¢ Create the HV Payment Transmittal Form
Business Unit: 00050 Auditor of State Number of Payments 2 . . .
HikhTyps WG Tibiscalinsats O When the high-volume b.atch has r.ecel‘{ed final agency.approval,
e Halchpiaade. iEABEHGT the HV Payment Transmittal form is printed and submitted to AOS.
Approval Status AOS gives final approval to the batch and creates the payments.
® Pending O Approved O Denied . .
Navigation
C Accounts Payable >> High Volume Payments >> Print Payment Transmittal Form ]
= E E = Payment Sequence # 1 To 3 of 3
Payment Detail
Sequence Transaction Distribution e 4 Invoice Number Due Date Amount = Accounts Pavable A~
Number Number Detail b S —
1 1 0927200700030 [ Reouie Miller INVDODD1 101102007 $10.000 b Contral Groups
2 2 0g27200700031 [ Rik Smits INVODDO2 10102007 $10.000 I Payrments High Volume Transmittal Form
& 309277200700032 [ Rik Srrits IMYOO003 10/10/2007 %10.000 [ Batch Processes Enter any information you have and click Search. Leave fields blank for a list of all values.
e D D | I Review Accounts Payable
Infa | Find an Existing Value Y Add a Mew Valug
APSC40 Batch Approval page = Rgpnrts
= High Wolurme Payrments
— Batch Configuration Search by: Run Control ID hegins Wi'[h“
— High Yolume Payments -
Interface [[Icase Sensitive
. — Review Batch for
Ste Action
e Search | Advanced Search
4 Select Approved. — Print Payment
. ransmittal Form ) -
5 Click Save. — Flad Payments far ‘ Find an Existing Walue | Add a Mew Yalue
APT33

APSC42 High Volume Transmittal Form
If you are not the final approver, you will receive a warning message
saying you are not authorized to approve this transaction and

Lo . Ste Action
asking if you want it routed. s

Select a Run Control ID or create a new one if this is the first time you are running the process.
Click Search.

Warning - You are not autharized to approve this transaction. Do vou want it routed? (7045,13
APT35
“ou do not have the appropriate level of authorization. Ifyou like, it will be routed to the next person in the approval route. fyou choose not to, the voucher will remain in a pending status
QK Cancel

APSC41
Step Action
6 Click OK.

APT34
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{ HV Transmittal form
Run Control ID:  TRASMITFORM Report Manager Process Monitar Run

Print Payments Transmittal Form

*Business Unit 00050 |0 aygitor of State
*Batch ID 092020070058 Q

APSC43 HV Transmittal Form

Step

O© 00 N o u b~ W

11
12
13

Action

Enter the Business Unit.

Enter the Batch ID.

Click Run.

Click OK.

Click the Process Monitor link.

Click the Refresh button until Run Status is Success and Distribution Status is Posted.
Click the Details link.

Click the View Log/Trace link.

Click the PDF file link and view the transmittal form.

Confirm that the number of payments and gross amount are correct.
Print the transmittal form and submit it to AOS.

APT36
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Troubleshooting and
Correcting Vouchers

Chapter Overview

After vouchers have been entered and saved, several actions
must occur before they can be paid. Vouchers must:

e Pass document tolerance (if for a purchase order)
¢ Be budget-checked

e Be posted

* Be approved at agency level

® Be approved at AOS level

Document tolerance, budget checking, and voucher posting occur
automatically as batch processes every two hours. Users no longer
run these processes individually. A voucher will not be posted until
it has passed document tolerance and budget-checking. The posting
process creates the accounting entries that are posted to the general
ledger when the Journal Generator process runs.

Vouchers are routed for approval when they are saved. Vouchers
are approved at the agency level (the number of approvals depends
upon agency policy) and then at AOS. The ability to approve is
based on the user’s security access.

After a voucher is given final approval at AOS, it is ready to be paid.
Vouchers are paid in the Pay Cycle that runs on their scheduled due
date.

If a voucher fails any of the processing, if it is denied by an
approver, or if the user realizes a mistake has been made, a number
of actions can be taken, depending on the problem and the status of
the voucher. Corrections may require that the voucher be unposted
or closed; a limited number of users have access to the unposting
and closing processes.
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Objectives

By the end of this chapter, you will be able to:

e Verify document tolerance and budget-checking status

Troubleshoot voucher errors

Post vouchers

e Unpost vouchers

Close vouchers

Verifying Document Tolerance and Budget
Checking

The most important tool you have for troubleshooting vouchers is
query SOIAP008. In addition to running this query to verify that
you have entered all voucher information correctly, you need to run
this query periodically throughout the day to find out the budget-
checking and posting status of the vouchers.

The document tolerance and budget-checking processes run
automatically every two hours. If the voucher is a PO voucher, it
must pass document tolerance before it can be budget-checked. Non
PO vouchers do not go through the document tolerance process.
Document tolerance checks line item amounts on the voucher,
receipt, and PO to ensure that any differences are within the lesser of
$500 or 10%. Budget-checking moves the encumbrance to an actual
expenditure and verifies that the budget still has the necessary funds
to pay this voucher (e.g., in cases when the voucher includes freight
and overage charges that were not on the PO).

To find out if vouchers have passed these processes, you need to run the
SOIAP008 query periodically throughout the day.

The Bdgt Ck’d column shows the budget-checking status:

e If the status is valid, the voucher has passed budget-checking.

e If the status is not checked, either the process has not run or the
voucher did not pass document tolerance (if the voucher is a PO
voucher) or the accounting date is in a closed accounting period or
the voucher is in recycle status due to Chartfield errors.

Exclusively for use by the State of Indiana
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e If the status is error, the voucher did not pass budget-checking.

If the status is not checked or error, copy the Voucher ID and go to
the Voucher component to look up the voucher. The Summary page
shows the document tolerance and budget-checking statuses. If
there are errors, an exceptions link will be available. Click on that
link to research the problem.

To resolve document tolerance exceptions, work with the
budgeting or purchasing personnel in your agency. Depending

on the situation, your agency may require that a change order be
created to add funds to the purchase order. Work with IDOA and
follow their guidelines for creating change orders. The change order
must then be approved and budget-checked.

A change order is the same as an advice of change.

To resolve budget-checking exceptions, first check the data on

the voucher. Make sure the Chartfield values are correct. If the
Chartfield values are correct and the error is No Budget Exists, work
with your agency’s budget personnel to correct the problem. If
necessary, submit an issue to GMIS requesting that a $0 budget

be established. If the error is Exceeds Budget Tolerance, work with
your agency’s budget personnel to see if the transaction should be
allowed. If so, the analyst should enter budget journals to move
funds to allow the transaction to pass.

If the error is Date not in Bounds, the date on the transaction is not
within the effective dates of the project (this error only occurs for
transactions that charge a project ID). Work with the grant manager
to determine whether the transaction is grant-eligible and whether
the effective dates of the project are correct in ENCOMPASS.

To check document tolerance
and budget-checking status

A. Run the SOIAP008 query.

B. Research vouchers that have budget checking status of not checked
Or error.
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Procedure | Run the SOIAP008 Query to Check Procedure | Research Vouchers
Voucher Statuses
Navigation Navigation
C Accounts Payable >> Vouchers >> Verify Pending Vouchers ] C Accounts Payable >> Vouchers >> Add/Update >> Regular Entry ]
Business Unit: (00050 |,
Origin: PYM|Q -
] Document Tolerance Exception
R e e e e e Lok up the voucher, which yo dentife from the SOTAPO0S
uery.
File Download ] q y
Do you want to open or save this file?
E‘Q ’f[:::’ hq'l.\::;osuft Excel worksheet, 36.2 KB
From: gmiswebp0Spw. shared, state.in.us
[ open J[ save ][ _cancel |
e < Actounts Payable =l
‘While files fr the | be useful, files iall vvoucners
@ ?:nﬁ;}glw;lﬂa{[slllrg:‘lxignnlIvuﬂlhésuulcs, oo openiort = Addil) pda’[e Voucher
= RenllakEnl; Ent informati h d click Search. Leave fields hlank for a list of all val
— Quick Invoice Ent nter any information you have and click Search. Leave fields blank for a list of all values.
APSC44 uery SOIAP008 (Verify Pending Vouchers — Complete Register
Query (Verify 9 ) o [ Find an Existing Value (& & Newvalie ),
— Clase Voucher
. — Delete Woucher : i _
Action _Vibilsile Gl Business Unit: = v [o0300 |
1 Enter the Business Unit. — UnPost Voucher Vfoucher ID: begins with |+ |08800591 |
.. . . . [> Maintain
2 Enter the Origin. (You may enter a % wildcard to see all vouchers for a business unit.) b Approve Invoice Number: | begins with |+ || |
3 Click the View Results button. E g:;-]:r:oe;imups Short Vendor Name: | begins with |I ‘
4 Click the Open button. [ Batch Processes Vendor ID: begins with | &
[ Review Accounts Payahle - -
APT37 Irfa Name 1: | hegins with || |
> Repors Vi ; _
; oucher Style: = L2 v
[> High %olurme Payments = | | | I
— Auditor of State Portal Related Voucher: | begins with || |
’ ~ : — Accounts Payable Center i -
The Bdgt Ck’d Coh.1mn shows the budget-checking status. Copy the b Asset Managemoent _ Entry Status: = v | ~|
voucher ID of any items that have a status of error or not checked so b Banking Voucher Source:  |= v | |
that you can look them up. D> VAT and Infrastat N T
y P > Commitment Contral Packing Slip Number.| begins with “ |
b General Ledger I case Sensitive
[> Allocations
[ SCM Integrations
‘ ‘ I Set Up Financials/Supply Search | Clear | Basic Search Save Search Criteria
Al = #& Verify Vouchers Prior to Pymnt Chain -
e —1ed . ‘ . [ . I I Enterprise Cormponents _ o
2 [Scheduled Due |Hold][HC [Bdgt Ck'd? [Voucher Post Status |Wthd Class |[Fund [Account Program |De [> Government Resaurce Find an Existing Value | Add a Mew Value
3 9/26/2007 N GP Not Chk'd U NO 10020 (850100 10000 007001
4| 9262007 N |GP Not Chicd U NO [1o0z0 [50100 " ooon
|5 | 11/6/2007 N |GP Validt P NO f1o020 552300 Toooo  [oo7o01 APSC46 Find an Existing Value tab
5 | 1782007 N [GP Not Chk'd U NO (10020 (540100 "1000
7 10/12/2007 N GP Not Chk'd U NO 10020 '5301 00 "\UUUU 'U'ISUUU
B 10122007 N |GP Not Chicd U NO [to0z0 530100 Tooon fo1s000
T 10/10/2007 N GP Valid P NO ﬁUDZD VEEUSEIEI VWDEIUEI 000TND
[10 | 11422007 N |GP Valid P NO Mos70 T552300 foooo  Toozoot
11 10/10/2007 N GP Valid P NO foo1o (550100
[12 | 101102007 N |GP Valid P NO fMooro 550500
APSC45 Query SOIAP008 (Verify Pending Vouchers)
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The Document Tolerance Exceptions page for the voucher appears.
If there are document tolerance exceptions, an error message Look at the right of the blue and gray bars to make sure you View
appears when you open the voucher. All exception lines.

y Y Invoice Information | Payments ' Waucher Aftributes | Error Summary

Document Tolerance Exceptions

Business Unit: no3oo0 Invoice Date: ngivizooy
Business Unit: 00300 Document Type: ‘oucher ID:  CB300591

Voucher ID: Ca800531 Invoice No: 332389

e Cedlg
Line: 4  Sched: Distrib: 1

Microsoft Internet Explorer

Document Talerance has generated exceptions For this document (7550,14)

Rule ID: E100 Description: Document exceeds predecessor by more than allowable tolerance.

Some of the lines of this document have generated exceptions for exceeding tolerances defined For quantity and amaunts between the Purchase

Ordranc Ve Dews
Predecessor Business Unit: 00300 Defined Tolerance Amount: 500.00 Cloverride
Pred Doc ID: 0008509158 Defined Tolerance Percentage: 10.00
Approval Status: P— Created By: A232854 Pred Line Nbr: 4  Calculated Doc Tol Amt Amount: 505.730
Post Status: — Modified: P—— Pred Sched Nbr: 1 Calculated Doc Tol Percent Amt: 6.303
' ) : Pred Distin Num: 1 Source Doc Monetary Amt: 7.950
Modified By: A232854
Pred Doc Amt: 5730 Source Doc Converted Amt: 7.950
Document Tolerance Status: i ERS Type: i
Exceptions w NotApplicabls Life-to-Date Liquidated Amt: 7.950 Predecessor GL Base Currency: usD
Budget Status: Mot Chk'd Close Status: Open Transaction Currency: usD
Budget Misc Status: walid s |
*View Related Payment Ingui v| Go
| ¥ Quiry L | B save | LQuReturn to Search | [=] Motify |
Save | L\ Return to Search | [=] motify | % Refresh | B Add | | UpdateDisplay

APSC48 Document Tolerance Exceptions page

Summary | Invoice Information | Payments | Youcher Aftributes | Error Summary

APSC47 Summary page
Action
3 View the exception information.
. ) ) 4 In the rare event that the voucher needs to be paid, even though the document tolerance limit
The budget status of this voucher is Not Chk’d. This voucher has not is exceeded, select the Override checkbox. Few users have access to this function.
been budget checked because it has document tolerance exceptions. 5 Click Save.
APT39
1 Click OK.
2 Click the Exceptions link in the Document Tolerance Status field.
APT38
.. Exclusively for use by the State of Indiana Exclusively for use by the State of Indiana .
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Budget-Checking Exception If budget-checking exceptions exist, an error message appears when
you open the voucher.

Look up the voucher, which you identified from the SOIAP008

query. /" Summary " Invoice Information }” Payments ' Woucher Aftribules '} Error Summary
Business Unit: oo0an Imvoice Date: 10/01/2007
Voucher ID: 00000612 Invoice No: ABC
Accounts Payable Lo )
= Wouchers Voucher Style: Regular Invoice Total: 1,100,000  USD
= AddiUpdate Voucher Contract ID: Microsoft Internet Explorer
 Quick Invoice Ent Enter any information you have and click Search. Leave fields blank for a list of all values. Vendor Name: . Budget Checking Errars Exist (18021,91)
Compite Raaista & ‘
- S;S;h:;’te Redister J( Find an Existing Value Y £dd a New value \‘ = Budget checking errors were logged for this document. Please check the budget exception page to view them,
— Close Woucher
— Delete Waucher . . Entry Status:
e o Business Unit: = v
— Update Open ltem ‘DDDSD |Q Match Status: TI0 Watch createa: T2 212007
5 h;aLiJ:t:;Jnsthcher Voucher ID: | begins with v|[00000612 | Approval Status: Approved Created By: DOBE0ST
[ Approve Imvoice Number: I hegins with v H | Post Status: Unposted Modified: 1002242007
g gg::r:‘oaln?sm"ms Short Vendor Name: I begins with v ” | Modified By: DOBEOST
b Bl FraressEs Vendor ID: I hegins with ¥ H IQ Document Tolerance Status: alid ERS Type: Mot Applicable
[ Review Accounts Payable - - Budget Status: Exceptions Close Status: Open
Infa Name 1: | hedins with |+ H I Budaet Misc Stat vaiig
udget Misc Status: ali
[» Reports . — 3 3
[> High Yalume Payments Vouctier Sty | | ‘ ‘ | Hemiitaigisi B T 6o
— Auditar of State Portal Related Voucher: | begins with v || | ew Relate ayment Inguiry V] co
— Accounts Payahle Center . - — | o= | =l | = | o= . |
[> Azset Management _| Entry Status: |‘ "| ’ ‘V| —— ; = e = ——
[> Banking Voucher Source: = b [ APSC50
[ WAT and Intrastat i . I - - | ’ I ummary page
Bl g e ) Packing Slip Number: | begins with ” |
[» General Ledger [case Sensitive
Eg”gmﬁfns ; Step Action
ntegrations .
b Set Up Financials/Supply search |  Clear | pasic earch & gave Search Criteria 1 Click OK.
Chain B 2 Click the Exceptions link in the Budget Status field.
[> Enterprise Components
> Government Resource Find an Existing Yalue | Add a Mew Value
- APT40
APSC49 Find an Existing Value tab
.. Exclusively for use by the State of Indiana Exclusively for use by the State of Indiana .
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The Voucher Exceptions page appears in a new window. Look at the
right of the blue and gray bars to make sure you View All exception

lines.
= Commitrment Cantral e ey
[> Define Control Budgets
> Define Budget Security Voucher E i Line Exception
[> Budget Journals ", ) X el
> Post Control Budget i ) -
Journals Business Unit: 00050 Voucher ID: 00000612 5
[> Review Budget Activities —
O
I Close Budget “Exception Type: | EMOr v Override Transaction L] = =
[> Budget Reports .
= Review Budget Check Maximum Rows: More Budgets Exist Atvanced Budget Criteria
Exceptions
> Furchasing and Cost ﬂl
Management
[> Travel and Expenses Budgets with Exceptions
= Accounts Payahle Budget Override Y Budget Chartiislds
Business . " Override
— Voucher Accounting qut— Ledger Group Exception More Detail “Budaet Transfer
Line o : =
B BT O 1 @ 00050 ALLOT Budget Definition not Found More Detail GoTo.. &
[> Revenues 2 @ 00050  ALLOT_CTRL Budget Definition not Found nore Detail GoTo.. B
[ General Ledger i =
— Budet Checking Status | = 3 Q 00050 ALLOT_REY  Budget Definition not Found hore Detail GoTo .. R
— Budnet Exceptions 4 @ 00050  APPROP Budaet Definition not Found More Detail GoTo ... 5
[> General Ledger
[> Allocations 5 @ 00050 APPROP_REV Budget Definition not Found hore Detail GoTo.. &
[> BCM Integrations . . -
[ Set Up FinancialsiSupply f & nooso DETAIL Budget Definition not Found hore Detail GoTo .. A2
Ghain
I Enterprise Campanents B Save | ELReturn to Search | [=] nactify |
[> Government Resource
8 Directory “oucher Exceptions | Line Exceptions
APSC51 Voucher Exceptions page

The Line Exceptions page shows the lines with budget exceptions.
Look at the right of the blue and gray bars to make sure you View
All exception lines.

Youcher Exceptions Y Line Exceptions \

Business Unit: 00050 Voucher ID: 00000612 &

*Line Status: Override Transaction 0 7
Maximum Rows: More Lines Exist
Line From: |:|Q Line Thru: l:lq

Search |

Transaction Lines with Budget
Xceptions
Line Values Y Line Chartfields % Line Amourt Y [F=0)

ysil

First 21 0f 1 LBl Last

Line Distribution Line Budget Date GL Business Unit
&, 11 11/0452004 onnan
APSC52 Line Exceptions page
L. Exclusively for use by the State of Indiana
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Step Action
3 Click the magnifying glass to drill down into the error.
APT41

Exception Details

Transaction Type: Woucher

Voucher ID: 00000612

Voucher Line Distribution Line
1 1

get Exception Details and the Budget ltems

Business Exception Budget
o . 4 p q 1ot .
Type Unit Ledger Group Fund Account  Program Bud Ref Class o= ivtion Guncrliia
1Emor 00050 ALLOT 10470 540100 10000 2005 0 ErlgarDGnAion Aot
2Eror 00050 ALLOT_CTRL 10470 540100 10000 2005 0 E;‘SE? Definition not
3Emor 00050 ALLOT_REV 10470 540100 10000 2005 0 E;‘SE? Ciesiation ut
4Emor 00050 APPROP 10470 540100 10000 2005 0 e
§Emor 00050 APPROP_REV 10470 640100 10000 2004 0 ESSE? Definition not
§Emor 00050 DETALL 10470 540100 10000 2005 0 pudaetDefnfion not
oK |
APSC53 Exception Details page

4 Click the Combine Columns icon.
5 Identify the lines with a status of Error and view the Exception Description.
6 Verify the data entered on the voucher, especially the Chartfield values. Work with the budget

personnel in your agency to resolve the errors.

APT42
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d Accessing Vouchers Denied for Approval

When a voucher is denied, the voucher is routed to the Worklist of
the user who entered the voucher. The denier must give the paper
invoice back to the originator and communicate the reasons for
denial (outside the system—either by email or by writing the reason
on the SOIAP0008 query or some other process). The user accesses
the voucher and takes the appropriate action.

Procedure | Review Denied Voucher

Denied vouchers are routed back to the originator’s Worklist.

'@ SENCOUERGS

1> Billing

> Accounts Receivable

I Accounts Payable

> eSettiements

- Asset Management

> IT Asset Management

- Banking

- Cash Management

> Deal Management

1> Risk Management

- Financial Gateway

> VAT and Infrastat

I Excise and Sales TaxVAT
IND

> Commitment Control

[ General Ledger

> Allocations.

I Statutory Reports

- SCM Integrations

I> Set Up Financials/Supply
Chain

[ Enterprise Companents

> Government Resource
Directory

> Background Processes

[~ Worklist

— Waorklist Details
— Navigator

Worklist for APAPPROVER1: AP Manager
Detail View WorklistFiters: ¥
From Date From Work ltem for Activit Priority
Route for
:
TRAINER1 1141212007 Additional APPROVE_VOUCHERS [ e e L
Apnrovals AP
Routs for
£
TRAINER1 1111212007 Aggitional APPROVE_VOUCHERS R ————
Approvals 1lerad
Route for
TRAINER1 1141212007 Agditional APPROVE_VOUCHERS eI T,
Approvals Nared 1
AOS Agency  High Volume payment Approval [ 112547 00050 092020070055 &
AP User 10702007 pprover Activity ¥ husc
ptivped [ %) oonsn. oooononi23
AP Manager 10312007 JoF L S0I_VOUCHER_APPR_1 v 1
AP Manager 110312007 Notify Load S01_VOUCHER_APPR_1 %] 00050, 0000000127
Approver & = =
AP Manager 110312007 NOWYLOAD g0 youcHER_APPR_1 [ ] 80050, 0000000130 Reassigr
Approver - APPR_

APSC54

ENCOMPASS home page

Step

Action
Click the Worklist link.

Click on the voucher you want to review.

ENTAP Training
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Possible Voucher Errors and
Steps to Correct Them

After a voucher has been approved at the AOS level, it is ready for
posting and payment. Posting creates the accounting entries for the
voucher. When Journal Generator is run, these accounting entries
are used to create journal entries for the general ledger. Posting is
run automatically every two hours. Most users will not have access
to post and unpost vouchers or to close them.

To troubleshoot and correct vouchers, however, users need to
understand the various stages of a voucher (and its payments),
because different actions are taken depending on the status.

The following tables describe some common errors and the methods
for correcting them. The steps for closing and unposting vouchers
are explained later in this chapter.

SCENARIO: Voucher is entered in error (such as a duplicate)

Perform...

e Posted
e Not selected for
payment

¢ Void voucher
CLOSE voucher e Reverse accounting
entries

¢ Not posted Wait until voucher is e Void voucher
¢ Not selected for posted, then CLOSE e Reverse accounting
payment voucher entries
APT44

If voucher is...

SCENARIO: Voucher is created from incorrect PO receipt

Perform...

e Posted
e Not selected for
payment

¢ Not posted
¢ Not selected for
payment

¢ Void voucher
CLOSE voucher e Reverse accounting
entries

Wait until voucher is ¢ Void voucher
posted, then CLOSE e Reverse accounting
voucher entries

If agency cannot

° Po.sted resolve issue, contact
e Paid AOS
APT45
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SCENARIO: Voucher has wrong amount SCENARIO: Bank, account, handling code, or remit to information
needs to be changed

If voucher is... Perform...

Voucher will go back If voucher is... Perform...

e Posted R through approval

« Unpaid UNPOST voucher Correct amount process and be budget- Make chan Eorl;ecntkbandk code If voucher has been
checked and re-posted. e Posted or unposted ake changes. anicode approved (at any level),

« Unpaid Do not need to unpost e Bank z_account it will go back through
voucher. e Handling code aporoval process
If voucher has been * Remit to address PP P .

¢ Not selected for Correct amount it will go back through Contact AOS t
payment approval process and c:r?c:Icpayme:t and
be budget-checked. * Paid determine whether it
APT46 needs to be reissued.
SCENARIO: Chartfield value or values are entered incorrectly APT48

If voucher is... Perform...
Voucher will go back

* Posted UNPOST voucher o Correct Chartfield through approval SCENARIO: Incorrect payment was made to vendor

e Unpaid process and be budget-

checked and re-posted. (wrong amount)

- ] fvoucheris.. et

If voucher has been

Contact vendor to

¢ Not posted approved (at any level), e Posted resolve. If you are
¢ Not selected for Correct Chartfield it will go back through e Paid unsure how to resolve
payment approval process and contact AOS. !

be budget-checked.

] aPras

e Posted Enter JOURNAL e Correct Chartfield Journal vouchers are
e Paid voucher zero-amount vouchers.
APT47
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d Posting Vouchers

Vouchers are automatically posted in a batch process that runs every
two hours. Most users will not be able to post vouchers individually.
However, a few users will have access to post vouchers from the
Voucher component.

Once a voucher is posted, you cannot change certain fields that have
an impact on accounting entries. Depending on your security access,
these fields can be changed after a voucher is posted: Comments,
Pay Terms, and some fields on the Payments page (if the voucher
has not yet been paid).

If the voucher has not been paid and you need to correct fields
other than the ones listed above, you can unpost vouchers to fix the
entries. See the topic Unposting Vouchers in this chapter.

Accounts Payable >> Vouchers >> Add/Update >> Regular Entry ]

If document tolerance and budget checking have not run, they will
run when you run voucher posting.

[ Bummary ;‘ Invoice Information Y Paymenis Y Voucher Attributes Y Error Summary \

Business Unit: 00050 Invoice Number: IJHS?B? |
Voucher ID: 10000742 Invoice Date: 10/26/2007 |34

Voucher Style  Regular Action:
Copy from a Source Document Budget Checking

PO Unit: l:] Purchase Order: CopyfYoucher Post

py Option:

vendor:  [oooDODSS08 Q) ‘Pay Terms: |
Name: @l Q Control Group: : Q Comments
Location: [oonona | @ Accounting Date: | 102812007 |5
‘Address: [ 1| agvanced VendorSearch  *Currency: [usola, Non Merchandise Summary
IKON OFFICE SOLUTIONS ING Hofok Caloulale | withholding
Difference 0.000

ORDER ONLYICHRIS JOHNSON
7330 WOODLAND DRIVE

INDIANAPOLIS, [N 45278-1736 Packing Slip: I |
E Line Received Date ‘Distribute w tem Descriplion Qllalltny UomMm Unit Price Extended Amount

1[10/222007 | [Amount v | |@, [waterbinocT2007 || [ la] | | 45.000|
Ship To SpeedChart

O\ ‘:Q [[Juse One Asset ID Calculate I

APSC55 Invoice Information page

ENTAP Training
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Action
1 In the Action field, select Voucher Post. (Note: The voucher must be saved before any options
are available in the Action field.)
2 Click the Run button.
3 Click Yes to wait on the process to run or No to continue working while the process is running.
APT50

After posting runs, the Summary page shows the Post Status as
Posted. Note that the Document Tolerance and Budget Statuses are
Valid.

[ Summary {_Invoice Information Y Payments Y Voucher Atiributes Y Error Summary |

Business Unit:
Voucher ID:
Voucher Style:
Contract ID:

Vendor Name:

Entry Status: Postable Origin: Pl
Match Status: Mo Match Created: 10292007
Approval Status: Approved Created By: R203959
Post Status: Posted Maodified: 10/28/2007
Modified By: R209939
Document Tolerance Status:  “salid ERS Type: Mot Applicable
Budget Status: Walid Close Status: Qpen
Budget Misc Status: Walid
“View Related IF'a\fment Inguiry v| Go
F save | S Return to Search I [=] motity | % Refresh Ek 2o |

0onsn Invoice Date: T0f2852007
00000742 Invoice No: JHBTET

Regular Invoice Total: 45.000 sD
[KOK OFFICE SOLUTIONS M Pay Terms: Upon Rec
ORDER ONLYICHRIS JOHMSOR Voucher Source: Qnline

INDIAMNAPOLIS, IN 46278-17 36

Summary | Invoice Information | Payments | VYoucher Aftributes | Error Surmmary

APSC56
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¢ Viewing Voucher Accounting Entries

After the posting process has run, you can view the accounting
entries for the vouchers.

C Navigation

Accounts Payable > >Review Accounts Payable Info >> Vouchers >> Accounting Entries ]

Voucher Accounting Entries

*Business Unit: (00050 |&  voucherD:  |00000587 | QU nvoice Number: [JAHD387 Q

*Accounting Line View Option: | S1andard

[CIshow Foreign Currency Search Reset |

Invoice Date:  10/17/2007 Vendor ID: 0000000012 Vendor Name:  3n COMPANY

Accounting Information

First =11 of 2 [} Last

Posting Process: AP Accrual GL Dist Status: Distributed

First =1 1-2 of 2

2| Last
Main Information Chartfields Journal I==11
Description Monetary Amount Currency Code Ledger GL Unit
Accounts Payable -1.000 USD ACTUALS 00os0
CHALK BOX 1.000 USD ACTUALS 00050

Return ta Youchers

APSC57 Voucher Accounting Entries

Action
1 Enter information in any of the search fields.
2 Click Search.
3 Click the Expand All icon to view Chartfields and Journal information.
APT51

ENTAP Training
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Unposting Vouchers

Once a voucher is posted, critical fields are no longer editable (such
as Gross Amount and Chartfield values). This is an important
control feature. Sometimes, however, an error is detected after
posting that requires that a change be made to that critical
information. To re-edit the field, the voucher must first be unposted.

Unposting a voucher instructs the system to create adjusting
entries that undo the effects of the posting. Unposting happens
immediately when you save the Unpost Voucher page.

If a payment has been made for a voucher, do not unpost the
voucher. If Chartfield changes need to be made, enter a journal
voucher. If for some reason the voucher must be unposted, you must
first cancel the payment before unposting the voucher.

There are two scenarios when you need to unpost a voucher:

Wrong Invoice Amount

1. Unpost voucher.
2. Update or refresh the following fields:
e Total (gross amount)
¢ Extended amount (invoice lines)
e Amount (distribution lines)
* Gross Amount (Payments page)
3. Click Save (budget status reverts to Not Chk’d).
4. Wait for batch budget-checking and posting to run.

Wrong Chartfield Value or Values

1. Unpost voucher.

2. Update appropriate Chartfields.

3. Click Save (budget status reverts to Not Chk’d).

4. Wait for batch budget-checking and posting to run.

ENTAP Training
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Accounts Payable >> Vouchers >> Add/Update >> UnPost Voucher

Navigation j

Voucher UnPost
Enter any information you have and click Search. Leave fields blank for a list of all values.

{ Find an Existing Value %

Business Unit: [= ¥ [booso €}
Voucher ID: [begins with v |[oooooa3 |
Invoice Number: [ begins with ||| |

Short Vendor Name: | begins with ||| |

Vendor ID: [ begins with v || |Q
Name 1: begins with |+ |
Voucher Style: [= M v]

[[Icase Sensitive

Search I Clear | Basic Search B Save Search Criteria

Search Results
il First [q] 17 of 7 [3] Las Action

ENCOMPASS | Accounts Payable

|/ UnPost Voucher (" Voucher Defails

Business Unit: 00050 Voucher: 00000639

Vendor ID: 0000000012 30 COMPAMNY
ShortName: IMCOMPANY-001

Voucher Information

Invoice: 20203 origin:  PYh
Date: 1002312007 Group:
Gross Amount: 1,000,000 USD
Update Voucher Reversal Accounting Date
(® Business Unit Default
*Accounting Date: |1 0/23/2007 Ouse Current Date

Quse Specific Date  Accounting Date: :I

Unpost |

ELReturn to Search I 1[8 Previous in List I +[E] Mext in List | [=] natify |

UnPost Voucher | Voucher Details

APSC59 UnPost Voucher page

5 Verify the Accounting Date is correct. It defaults to the current date.
6 Click the Unpost button.
7

When you receive the warning message, click OK to continue.

The voucher is unposted immediately.

|/ UnPost Voucher '\ ¥oucher Details |

Business Unit: 00050 Voucher: 00000639

Vendor ID: 0000000012 3M COMPANY
ShortName: IMCOMPANY-001

Voucher Information

Invoice: 20203 Origin: ~ PYM
Date: 1042372007 Group:
Gross Amount: 1,000.000

Microsoft Internet Explorer

UpdatelVolctical ': Youcher 00000639 for business unit 00050 has been unposted. (7030,89)

*Accounting Date: This Yaucher has been unpasted.

e sty

ELReturn to Search | +[E Previous in List | +[E] Mext in List I [=] matity |

UnPaostVoucher | Youcher Details

APSC60 Confirmation Message

Business UnitVoucher ID Invoice Number Invoice Date Short Vendor Name Vendor ID  Name 1 Voucher Style 4 View the Voucher Details page, if necessary.
00050 00000639 20203 1002302007 IMCOMPANY-001 0000000012 3k COMPANY Reqular
0o0s0 00000637 S85668hjky 10i23i2007 3MCOMPANY-001 0000000012 34 COMPANY Regqular
00050 00000634 cski004 10i23i2007 PRINTERSSU-001 0000000046 PRINTERS SUPPLY OF IND INC Redgular
00050 00000633 LMLZndtest 10/23/12007 PRINTERSSU-001 0000000046 PRINTERS SUPPLY OF IND INC Regular
00000632 casl2312412 10J23i2007 PRINTERSSU-001 0000000046 PRINTERS SUPPLY OF IND INC Redular
oooso 00000631 JEM TEST MULTIPLE [NV 1002302007 3MCOMPANY-001 0000000012 30 COMPAMNY Reqgular
0oos0 00000630 csk0OO03 10i23i2007 PRINTERSSL-001 0000000046 PRINTERS SUPPLY OF IND INC Reqular
APT53
APSC58 Find an Existing Value Tab
Action
1 Enter information in any of the search fields.
2 Click Search.
3 Select the voucher you want to unpost.
APT52
.. Exclusively for use by the State of Indiana Exclusively for use by the State of Indiana
ENTAP Trammg Issue Date: 01/18/2008 Issue Date: 01/18/2008
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¢ Closing Vouchers

You close vouchers when you want the remaining liability to be
written off the vendor balance and the voucher to be considered
complete. When you close a voucher, accounting entries are
reversed.

Navigation
C Accounts Payable >> Vouchers >> Add/Update >> Close Voucher ]

Voucher Close

Enter any information you have and click Search. Leave fields blank for a list of all values.
Reversal vouchers are no longer used.

| Find an Existing Value

Business Unit: B | 00050 Q
To be closed, a voucher must be: Voucher ID: | begins with | HGDUOOTBB

Invoice Number: | begins with :r”

e Posted
Short Vendor Name: | begins with ]

* Not selected for payment Vendor ID: begins with [ H

* Not fully paid Name 1: begins with H
Close Status Indicator: = v | v
[Jcase Sensitive

To close a voucher, you access the voucher close component, pull
up the voucher you want to close, and mark the voucher for close. search |  Ciear
When the posting process runs, the reversing accounting entries
are created. When the budget-checking process runs for a non-PO
voucher that is closed, the process will reverse the expenditure
and add the money back to the budget. For a PO voucher that is

APSC61 Find an Existing Value Tab

closed, the process will reverse the expenditure and recreate the Action
encumbrance. 1 Enter information in any of the search fields
2 Click Search.

When you close a PO voucher, you can choose to restore the
encumbrance if you expect to receive another invoice. You can
choose not to restore the encumbrance if you plan to liquidate the APT54
purchase order.

3 Select the voucher you want to close.

.. Exclusively for use by the State of Indiana Exclusively for use by the State of Indiana .
ENTAP Tralnmg Issue Date: 01/18/2008 Issue Date: 01/18/2008 ENTAP Tralmng
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Procedure | Mark the Voucher for Close
If the voucher is a PO voucher, a message will appear asking if you

You can go to the Voucher Details page to view the details for the want to restore the encumbrance and reopen the voucher, or if you
voucher. On the Close Voucher page, enter the date you want the want to liquidate the voucher liability only.

voucher to be closed, click the Mark Voucher for Closure checkbox,

and save the page. You are closing a PO Voucher. Do you wish to restore Encumbrance and reopen (unmatch) the PO? (7030,630)

Mote: This process cannot be Undone.

{ Close Voucher ' Voucher Details | If YES' the encumbrance will be restored, the voucher liability liquidated, and the PO Line/Schedules will be available for further invoicing

only for unreconciled PO's selected.

Owsiness Uni: 00050 Voucher: 00000768 Note that subsequent voucher posfing will automatically unmatch the voucher if your answer is YES.

|

If'No’, only the voucher liability will be liquidated.
Vendor: 0000000012 3M COMPANY Yoo No | e

ShortName:  3MCOMPANY-001

APSC63 PO voucher message
Voucher Information
Invoice: 78398 Origin:  PYM Header Budget Status: Valid .
Date: 1112012007 Group: Non-Prorated Budget Status:  Valid Step Action
Gross Amount 900.000 USD Entry Status: Postable 7 If you want to restore the encumbrance and reopen the PO, click Yes.
Related Close Status: Open 8 If you want to close the voucher liability only, click No.
Voucher
APTS6
Manual Close Date: | 11/21/2007 Mark Voucher for Closure

If you click Yes to restore the encumbrance and reopen the PO, the
system asks you to select the PO you want to reopen.

& save .Q\RmrntoSemnI EINotifyl

Nefaite PO Associated with the Voucher

Close Voucher page

Business Unit: 00050 Voucher: 00000768

Miselect Al Dlpeseted Al

In the Manual Close Date field, accept the current system date or enter a date so that the
closing/reversing entries occur within the correct accounting period.

Select the Mark Voucher for Closure checkbox so the system will pick up the voucher in the Restore -
next posting run for this business unit. The posting process creates the accounting entries to Encumbrance POUmt PO No. slatus
relieve the liability. _ . -
. . 1 00050 0008500016 D 0
If the voucher is a non-PO voucher, click Save.
APT55 APSC64 PO Associated with the Voucher
Step Action
9 Select the Restore Encumbrance checkbox for the PO you want to reopen.
10 Click OK.
APT57
.. Exclusively for use by the State of Indiana Exclusively for use by the State of Indiana .
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Close Voucher

Business Unit: 00050 Voucher: 00000768
Vendor

Vendor: 0000000012 3M COMPANY
ShortName:  3MCOMPANY-001

Voucher Information

Invoice: 78308 Origim:  PYM Header Budget Status: Valid
Date: 11/20/2007 Group: Non-Prorated Budget Status:  Valid
Gross Amount: 900.000 USD Entry Status: Postable
Related Close Status: Open

Process Manual Close

Manual Close Date: | 11/21/2007 [¥] mark Vioucher for Closure

@ Save | QReturnto Search | (=] oty |

Close Voucher | Youcher Details

APSC65

Close Voucher page

Step Action
11 Click Save.
APT58

ENTAP Training
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Chapter 5 | Running ENCOMPASS
Reports and Inquiries

Chapter Overview

After vouchers have been entered and paid, users can run a variety
of reports and inquiries to view accounts payable information in
ENCOMPASS.

Objectives

By the end of this chapter, you will be able to do the following;:

* Run ENCOMPASS inquiries
* Create Run Control IDs
¢ Run ENCOMPASS reports

Exclusively for use by the State of Indiana .
Issue Date: 01/18/2008 ENTAP Training
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ENCOMPASS Standard Reports

ENCOMPASS offers a wide range of reporting possibilities. Your
database contains a wealth of information that you’ve carefully
entered, maintained, and secured for the ultimate purpose of
generating timely, meaningful, presentation-quality reports. The
reporting capabilities in ENCOMPASS enable you to access the data
you need and to present it in the form that is most useful for those
who depend on you for financial and management information.

When you select a report menu item, you frequently have the choice

of two actions: Add a New Value (Add) or Search (Update/Display).

Both options enable you to print a predefined report. What you're
adding or updating is not the reports themselves, but Run Controls.

Run Control IDs

When you want to run a report, you need to tell the system where
and how you want it to run. For most reports, you also need to set
parameters that determine the content of the report, such as the
business unit or time period.

A Run Control is a database record that provides values for these
settings. Instead of entering the same values each time you run a
report, you create (and save) a Run Control with those settings. The
next time you run the report, you select the Run Control, and the
system fills in the settings.

When you select a report from a menu, a search dialog box appears,
asking for a Run Control ID. If you're in Add mode, enter a new

ID for the Run Control you're about to define. If you're in Update/
Display mode, enter an existing Run Control ID or press Enter and
select from the list of available Run Control IDs.

Important: Your Operator ID can only view Run Controls you create
(Add). Run Controls cannot be deleted through the ENCOMPASS
application. Also, Run Control IDs must be created without any
spaces. For example, a Run Control ID for a Voucher Register could
be VOUCHER_REGISTER. Use underscores to separate words.

Exclusively for use by the State of Indiana
Issue Date: 01/18/2008

Exclusively for use by the State of Indiana
Issue Date: 01/18/2008
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Voucher Register

Run Control ID:  VOUCHER_REGISTER ReportManager  Process Monitor __RuM |

Language: English

Report Request Parameters

Business Unit: 00050 Q

From Date: 11/03/2007 Eﬂ Print Voucher Line

Through Date:  11/03/2007 Eﬂ Print Distribution Line

Process Scheduler

Once you have entered all of the parameters required for the specific
report you are running, you will click the RUN button to run the
actual report. The Process Scheduler page will open and require you
to determine how you want the report run. Most reports will run to
the Web and to a .PDF file.

Process Scheduler Request

User ID: JHODGES Run Control ID: VOUCHER_REGISTER

Server Name: ~ | Run Date: 1110312007 B

Recurrence: ~  Run Time: 3:53:31PM Resetto Current Date/Time

Time Zone: Q

Select Description Process Name Process Type sl *Format Distribution

Voucher Register APY1010- Crystal Web ~ PDF ~ Distribution
OK I Cancel I

The Server Name is part of the Process Scheduler Request. The
GMIS department recommends not to enter any server name into
this field as it will help in the processing of reports.

ReportiD:  APYA010 Peoplesoft Acounts Payable Page No. 1
VOUCHER REGISTER Run Date 14162007
Run Time 10:29:54 AM

Business Unit: 00050
For the period: 01.0ct.2007 through 31.0c1.2007
Voucher Header Information
VoucheriD _ invoiee 1D Inwoice Dt VendoriD ‘Vender Name Orion_ Operstor Eniy Acea 0t Post st Dstcnin
#1 GREEN TP VOL FIRE DEPT PYM ZHUSSAIN  Postabie Oct01/7007 | Postes STANDARD
Use Tax Sales Tax FreightAmt __ MSAm NetDusDi  Dsert Dus Dt
000 000 000 000 Oa1/2007

VAT Excepton Type VAT Certtcste D Prorate S U F M Pay Tams

Y ¥ ¥ N UponRec

Voucher Line Information
Desarption Merch At Inw e 1D UnitPrce  wTrD DiscA
7 20000 000 ¥ STIND v

SalesiUseTax _ SalesiUse Tax Exception Type Exospion Cartfeats Transaction VAT Gase VAT Amaunt
None [
Distribution Line Information
Une#  SusRerk Acoount At Aceount Opsrating Unit Fund Code DeptiD Opentiem D Status Merch Amt
Frogram Css. Budget Rl Frodut ProjectiD A e ikt Sicd Siatsto Am

1 0 110000 10020 07001 20000
10000 2008 000

After the report runs, you must click the icons in the
ENTAP Training
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Adobe window to print the file or save it =8 &# omputer. Activity | Running a Voucher Register
. Enter the following information in order to run the Voucher Register.
Step Action
1 Navigate to the report you are running. Navigation
2 Enter the appropriate parameters required or optional for the report. C Accounts Payable >> Reports >> Voucher >> Voucher Register ]
3 Click __Run to run the report.
4 Verify the report is running to WEB.
5 Enter the appropriate Format. Report RequeSt Parameters
6 Click ok | to run the report. Business Unit: 00050
7 Click Process Monitor to watch the process run. From Date: 10/01/07
8 When the process reads Success and Posted, click Details. Through Date:: 10/31/07
9 Click View Log/Trace to see the report.
10 Look for the file with the format you choose above, e.g. APY1010- 3345617.PDF.
1 Click on the link and your report will display. Optlonal Values:
¢ Print Voucher Line — shows some additional information
APT59 . . . . . .
regarding the voucher including the withholding information and
tax information. May not be applicable for the State of Indiana.
e Print Distribution Line — shows the actual ChartFields entered on the
voucher line.
If your screen doesn't reflect the one below, please notify the
instructor.
o cie e esemen s s e e e e dese
Appre uso CRRNT 1.000000000 200.00 0.00 0.00 0.00 0.00 0.00 Oct01/2007
APSC69
.. Exclusively for use by the State of Indiana Exclusively for use by the State of Indiana .
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Activity | Running a Payment History by Vendor ¢ ENCOMPASS Inquiries
Report
ENCOMPASS Inquiries work very similar to the way the reports
Enter the following information in order to run the Payment History work. Some pages require Run Control IDs the same as reports.
by Vendor report. Most pages require parameters or search criteria for the inquiry. In
Navigation addition, the Inquiry page saves all the parameters entered so that
( Accounts Payable >> Reports >> Vendor >> Payment History by Vendor ] the next time you open the page, you will be able to keep the same
information or change it.
Voucher Inquiry
Report Request Parameters -
From Date: 01/01/2007 S T Q
From To
Through Date: 03/30/2007 Business Unit 00050 Q 00050 Q
5 : . Invoice Id Q Q
Print Options: Summary Vestorsem  [SAOIS.
Vendor: 0000005509 TKON Office Solutions StortMame | &L %
Vendor ID Q Q
Vendor Location Q
Invoice Date Bl EJ
Due Date B
If your screen doesn’t reflect the one below, please notify the Entered Date
. Origin Set ID L —
instructor. o a a
Control Group ID Q Q
I 1 Contract ID - ] -
w o pe SUMMARY PAYMENT HISTORY BY VENDOR et Janmor Lease Number - a
Remit Vendor: STIND 0000005509
Payment Curency:  USD APSC71
‘Bank Account: A0S 030123456
APSC70
.. Exclusively for use by the State of Indiana Exclusively for use by the State of Indiana .
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Activity | Running Voucher Inquiry

Running Voucher Inquiry | Results
Enter the following information in order to run the Voucher Inquiry.

If your screens do not reflect the ones below, please notify the
. . instructor.
Navigation
C Accounts Payable >> Review Accounts Payable Info >> Vouchers >> Voucher ]
*Sort By: Voucher ID - *Sort AsciDesc:  Ascending A Sort Displayl
Search Parameters

¥ Display Currency Criteria

¥ Late Interest Analysis
Business Unit: 00050 Voucher Inquiry Results | Find | View Al First 414 of 1 L¥] Last
Voucher Details | Amounts More Details
Vendor SetID: STIND Business ] Invoice Accounting Match ~ Match Scheduled
Vendor 1D 200006651 Unit Voucher ID Invoice Number Date Vendor ID Entries Status ~ WorkBench Payments Short Vendor Name
endor : 00050 00000726 LMS36053 10/25/2007 0000066519% Mo Match % E‘J FIVELAKESC-002

APSC72
n Click Search | — see screen shot on next page.

[Voucher Inguiry Results

. i . c . Voucher ]
Business ) Invoice Accounting Match ~ Match  Scheduled Transaction Grosslwoice  — ==  Unapplied TotalNon Entered G|
it Joucher D nvoice Number pyy, ~ VeNOTD g g yorkBench Payments Snor VendOrhame ¢ ey Amount BZ'LHC": Prepayments  Merch VAT
_ 00050 00000726 LMS36053 1012512007 0000065519% No Match F% @ FIVELAKESC-002  USD 500.000 500.000 0.000 0000 0000
a Click =k to see all of the details about the voucher.

APSC73

Voucher Accounting Entries

*Business Unit: 00050 & voucherip: 00000726 Q
=3
Click I-_IIEI under Accounting Entries for voucher 00000726 — see

Invoice Number: LMS36053 Q
[FAccounting Line View Option: | Standard v|
screen shot on next page.

Show Foreign Currency Search Reset I

Invoice Date:  10/25/2007 VendorID: 0000066519  Vendor Name: FIVE LAKES CONSERVATION ASSOCI

Accounting Information

Posting Process: AP Accrual

GL Dist Status:  None

Customize | Find |
Main Information

Description Monetary Amount Currency Code Ledger GL Unit
Accounts Payable -250.000 USD ACTUALS 00050
Plant Mgmt Plan Update Service 250.000 USD ACTUALS 00050
Accounts Payable -100.000 USD ACTUALS 00050
Plant Mgmt Plan Update Service 100.000 USD ACTUALS 00050
Accounts Payable -150.000 USD ACTUALS 00050
Plant Mgmt Plan Update Service 150.000 USD ACTUALS 00050
L |

APSC74

.. Exclusively for use by the State of Indiana Exclusively for use by the State of Indiana
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Activity | Running Payment Inquiry Running Payment Inquiry | Results
Enter the following information in order to run the Payment Inquiry. Payment Inquiry Result C
Payment Details Y Additional Info I Vendor Details i Financial Gateway
NaVigation Source :_g}f%::e Payment Amount Currency Creation Date Bayment Payment Reconciaion Reconclle
C Accounts Payable >> Review Accounts Payable Info >> Payments >> Payment ] D scliiod Lo SISNS SIS Date
VCHR 0000000010 Check 501.000 USD 101712007  10M7/2007 Paid Unrecon
VCHR 0000000011 Check 1,002.000 USD 101712007 10M7/2007 Paid Unrecon
. . VCHR 0000000012 Check 75.000 USD 10/19/2007  10/19/2007 Paid Unrecon
Search Criteria VCHR 0000000012 Check 101030 USD  10/23/12007  10/23/2007 Paid  Unrecon
VCHR 0000000014 Check 2,000.000 USD 10/23/2007  10/23/2007 Paid Unrecon
Bank SetID: STIND VCHR 0000000015 Check 2,000.000 USD 10/23/2007  10/23/2007  Paid Unrecon
VCHR 0000000016 Check 1,009.530 USD 10/24/2007  10/24/2007 Paid Unrecon
Bank Code: CHASE VCHR 0000000017 Check 4,000,660 USD 10/24/2007  10/24/2007  Paid Unrecon
Bank Account: 6036 VCHR 0000000018 Check 2,000.000 USD 10/24/2007  10/24/2007 Paid Unrecon
VCHR 0000000019 Check 10,000.000 USD 10/24/2007  10/24/2007  Paid Unrecon
VCHR 0000000020 Check 2,000.000 USD 10/24/2007  10/24/2007 Paid Unrecon
VCHR 0000000021 Check 1,000.000 USD 10/25/2007  10/25/2007  Paid Unrecon
n Click __ Search | — see screen shots on next pages. VCHR 0000000022 Check 2015780 USD  10/25/2007  10/25/2007 Paid  Unrecon
VCHR 0000000023 Check 2.800.260 USD 10/25/2007  10/25/2007  Paid Unrecon
VCHR 0000000024 Check 200.000 USD 10/25/2007  10/25/2007 Paid Unrecon
VCHR 0000000025 Check 800.000 USD 10/25/2007  10/25/2007 Paid Unrecon
VCHR 0000000026 Check 800.000 USD 10/25/2007  10/25/2007 Paid Unrecon
a Click Additional Info. . APSC75
Payment Inquiry Result First ] 1-19 of 19
Payment Details | Additional Info | Vendor Details | Financial Gateway
Source F[’:féi:e Shns e CancelDate PayCycle Seqhum Solt | BankAccount# Description
B Click Vendor Details. VCHR 0000000010 Unposted No Cancel SDO1 5 6036 193151256  CHASE
VCHR 0000000011 Unposted No Cancel SDO1 5 6036 193151256 CHASE
VCHR 0000000012 Unposted No Cancel QuUICK3 18 6036 193151256  CHASE
VCHR 0000000013 Unposted No Cancel ZH1023 2 6036 193151256 CHASE
VCHR 0000000014 Unposted No Cancel ZH1 2 6036 193151256  CHASE
VCHR (0000000015 Unposted No Cancel CAS001 2 6036 193151256 CHASE
VCHR 0000000016 Unposted No Cancel PCSDO 2 6036 193151256  CHASE
n Click the link for one of the Payment Reference IDs. VCHR 0000000017 Unposted No Cancel PCSDO 2 6036 193151256  CHASE
VCHR 0000000018 Unposted No Cancel ZH1024 2 6036 193151256  CHASE
VCHR 0000000019 Unposted No Cancel ZH1024 2 6036 193151256 CHASE
VCHR 0000000020 Unposted No Cancel QUICK4 4 6036 193151256  CHASE
VCHR 0000000021 Unposted No Cancel CHASE 2 6036 193151256 CHASE
VCHR (0000000022 Unposted No Cancel 405 Z 6036 193151256  CHASE
a Click Voucher ID. VCHR 0000000023 Unposted Mo Cancel 405 2 6036 193151256 CHASE
VCHR (0000000024 Unposted No Cancel XXXSDO 4 6036 193151256  CHASE
VCHR 0000000025 Unposted No Cancel MSASDO 2 6036 193151256 CHASE
VCHR 0000000026 Unposted No Cancel MSASDO 2 6036 193151256  CHASE
VCHR LMS12345 Unposted No Cancel 5036 193151256 CHASE
VCHR LMS12346 Unposted No Cancel 6036 193151256  CHASE
APSC76
. Exclusively for use by the State of Indiana Exclusively for use by the State of Indiana ..
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Payment Inquiry Result
Additional Info ¥ Vendor Details ' Financial Gateway

Payment
Source Reference Vendor Name VendorlD  Address City State Postal

D
VCHR 0000000010 3M COMPANY 0000000012 g?gé[’éYspHERE CHICAGO IL 60674
VCHR 0000000011 3M COMPANY 0000000012 %?F%ESYSPHERE CHICAGD IL 50674
VCHR 0000000012 3M COMPANY 0000000012 %?QEEQYSPHERE CHICAGO IL 60674
VCHR 0000000013 3M COMPANY 0000000012 é?gTCEQYSPHERE CHICAGO IL 60674
VCHR 0000000014 3M COMPANY 0000000012 %?FEEE‘EWSPHERE CHICAGO IL 60674
VCHR 0000000015 3M COMPANY 0000000012 é?g-"CEgYSPHERE CHICAGO IL 50674
VCHR 0000000016 HIRAM J HASH AND SONSINCG 0000000025 PO BOX 39037 INDIANAPOLIS  IN g
VCHR 0000000017 3M COMPANY 0000000012 é?ggféYSPHERE CHICAGO IL 60674
VCHR 0000000018 3M COMPANY 0000000012 é?gEESYSPHERE CHICAGO IL 60674
VCHR 0000000019 3M COMPANY 0000000012 é?gg[’gYSPHERE CHICAGO IL 50674
VCHR 0000000020 3M COMPANY 0000000012 %?QEEQYSPHERE CHICAGO IL 60674
VCHR 0000000021 MEMMER, BETH 0000114764 AUDITOR OF STATE ;‘;,?_018%%500
VCHR 0000000022 3M COMPANY 0000000012 %?SEEQYSPHERE CHICAGO IL 60674
APSC77

Vouchers For a Payment

Back To Payment Inquiry

Bank Name: CHASE Pymnt Ref ID: 0000000011
Bank Account # 193151256 Accounting Date:  10/17/2007
Pay Cycle: SDO1 Seq Num: 5 Payment Date: 10/17/2007
Vendor Name: 3 COMPANY Days Outstanding: 20
Address: 2807 PAYSPHERE CIRCLE Payment Clear Date:
Reconcile Date:

CHICAGO IL 60674 USA  Value Date: 1011712007

Payment Amount: 1,002.000 USD Payment CHK
Method:
Description:
EW 10of1 L2 Last

Ei“ess Voucher ID g‘w Advice Date Invoice Number Gross Paid Amount Paid Amount Currency ?f’ﬁ““‘ ﬁg Source
00405 00033734 1 10/17/2007 78309 1,002.000 1,002.000 USD Accounts Pavable Vouchers

APSC78

Voucher Inquiry Results ( in First =] 1 of 4 L/ Last
Voucher Details '{ Amounts More Details

Business . Invoice Accounting Match Match Payment

Unit Voucher ID Invoice Number Date Vendor ID Entries Status WorkBench Information Short Vendor Name

00405 00033734 78309 10/17/2007 0000000012 F% No Match F‘% 3MCOMPANY-001

APSC79
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Chapter 6 | Processing SDO Payments

Chapter Objective

This chapter provides instruction on processing SDO payments in
ENCOMPASS.

Chapter Objectives

By the end of this chapter, you will be able to:

® Prepare and process Pay Cycle SDO payments
e Prepare and process SDO reimbursements

® Reset Pay Cycles

¢ Post payments

e Cancel payments

Exclusively for use by the State of Indiana .
Issue Date: 12/05/2007 ENTAP Training
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Accounts Payable

¢ Entering SDO Vouchers

To enter an SDO voucher, most of the information you enter is the
same as for regular vouchers, as presented in Chapter 2: Entering
Vouchers. However, for SDO payments you enter different
information on the Payments page.

If your agency runs SDO Pay Cycles to print SDO checks on check
stock, you select your agency’s SDO Bank and Account, select CHK
as the Method, and select SD as the Handling Code. These vouchers
will then go through your agency’s approval process. After the
vouchers have been approved and budget-checked, payments can
be created and printed when the SDO Pay Cycle is run.

If your agency writes manual SDO checks and records them in
ENCOMPASS, you still enter the vendor, item, and accounting
information as for a regular vouchers. On the Payments page, you
record the manual payment. You select your agency’s SDO Bank
and Account. However, before you can record the check number, the

After the voucher is approved, you can record the manual payment.
You go to the Payments page, select Record as the Action and enter
the Payment Date and Reference. The Method then automatically
defaults to MANUAL.

If entering a new voucher:

Navigation

Accounts Payable >> Vouchers > >Add/Update >> Regular Entry>> Add a New Value

If recording manual payment for existing voucher:

Navigation

Accounts Payable >> Vouchers > >Add/Update >> Regular Entry>> Find an Existing Value

Exclusively for use by the State of Indiana
Issue Date: 12/05/2007

SDO voucher must be approved via your agency’s approval process.

ENCOMPASS | Accounts Payable
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Step Action

Accounts Payable

1

2
3
4
5

Verify the Remit To address.

Select your agency’s SDO Bank and Account.

Select SD as the Handling Code.

Select CHK as the Method for payments that will be created via a Pay Cycle.

To record a manual payment for SDO payments only, select Record in the Action field in the
Schedule Payment section of the voucher. NOTE: The voucher must go through the approval
process before a manual payment can be recorded.

e Action = Record

e Payment Date

e Reference = Check Number

Select the Hold Payment checkbox to prevent a voucher from being paid. You must select a
Hold Reason. Also, you must enter a detailed explanation in the Payment Notes box.

Click Save.

APT60

ENTAP Training

Exclusively for use by the State of Indiana
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Accounts Payable >> Payments> > Pay Cycle Processing >> Payment Selection Criteria

C Navigation

ENCOMPASS | Accounts Payable

Processing SDO Payments

If your agency makes SDO payments by running Pay Cycles in
ENCOMPASS, follow the procedures described in this section.

Pay Cycles are used to pay groups of vouchers that share certain
characteristics. You can run Pay Cycles over and over again, using
the same criteria to select your SDO payments, by simply updating
the date information for an existing Pay Cycle. Before SDO vouchers
can be picked up in a Pay Cycle, the vouchers must pass budget
checking, and they must be approved and posted. SDO vouchers
are approved by the agency only; they are not routed to AOS for
approval.

To process SDO payments:

A. Define Pay Cycle (if you do not have one already defined)
B. Run the Pay Cycle

Exclusively for use by the State of Indiana
Issue Date: 12/05/2007

Procedure | Define Pay Cycle

If you do not have an existing Pay Cycle, use the Add a New Value
tab to add a new one. Pay Cycles can be reused; therefore, the Pay
Cycle should be named accordingly.

mem“ Ealection Criteria

F ok Wakie 5 Add § Have Vilus b1
Pay Cyele: |

|

Farsd an g Yalor | Add & Bow Vol

APSC82 Payment Selection Criteria
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| Accounts Payable

Action
1 Enter Pay Cycle name.
2 Click Add.
APT61

On the Dates page, change the Pay Cycle Selection Dates to a range
that will select all the SDO vouchers you want to pay.

Dains

Pay Cycle: 110407 500 Pacrcle Par Cvcin baraoer

PayCycle Selcton fhales |
iay From Dase DREe00 | Mon *Hexl Pay Throsgh Date: 11082007 B e
Pay Throsgh Date: 18012007 | Tho Hox] Payrsal Dals: 1108007 [§  The
Payriseat Date: 1RCE00T W T
Changs Selecnon Dabes:

1 Weekis) = wemant | Decrament|
(Rl friiakiis i
"Accountng Date:  Cusvest = 1u0wI0eT W “Wihholding Date: PRyman - 1T (5
@ o Vabsanoa | validaie Py Throsgh Dases
e SesEdard Vaeek T walidaie Payreaal Dulas
) Use Holiday Calendar: 0
APSC83 Dates page

Description

Pay From Date Beginning date of the Pay Cycle. The system compares this date to the scheduled
pay date for the voucher payment schedule. If the scheduled pay date is equal to or
greater than the Pay From Date, the voucher can be paid in the current Pay Cycle.

Pay Through Date | Ending date of the Pay Cycle. The system compares this date to the scheduled pay
date for the voucher. If the scheduled pay date is on or before the Pay Through
Date, the voucher can be paid in the current Pay Cycle.

Payment Date The system tags all payments created in the Pay Cycle with this date and prints it on
checks or shows it on other payment methods. It can differ from the Pay Through
Date. The scheduled pay date has to be between the Pay From Date and the Pay
Through Date so that it is included in the Pay Cycle.

Next Pay Through Enter the end date for the next Pay Cycle payment period. (This date must be equal

Date to or greater than the Pay Through Date.)
Next Payment Enter the payment date for the next scheduled Pay Cycle. You may enter a
Date hypothetical date.

APT62

Exclusively for use by the State of Indiana
Issue Date: 12/05/2007

ENCOMPASS | Accounts Payable

Step Action

1 In the Description field, enter a description for the Pay Cycle, if you are creating a new Pay
Cycle.

In the Pay From Date field, enter 01/01/1900.

In the Pay Through Date, enter today’s date.

In the Payment Date, enter today’s date.

In the Next Pay Through Date, enter a future date.

In the Next Payment Date, enter a future date.

All of the other fields on the page should stay as defaulted.
Click Save.

00 N O U1l A~ W N

APT63

On this page, most of the options are not used by the State of
Indiana for SDO payments. Listed below are the fields that the State
uses.

[Tl Prevereaces | ST Gk ieweny Par Gl T
Pay Cychc 1907 S00 Paptpie
Py Feoms Dates 0101115040 Pay Thicugh Date: 11012007 Payrment 110G T
fl.ll-l-'-l'ﬂdurl’l'r'ﬁlﬂlll __imsciude Loat Cescoumi | Cresfit Voscher: Frooess Credi Vouchers - i
7 Procens TFT Pre Hobsa | Precess ask Chargas | =
I Pl LE i Calculate Wale Date i o d i
I hatomatic inciement Dades |7 Use Recipienrs Pral. Lang.
7 Suppress Zero Amount Chook | S
Pieledred Language: Englsh = | Wmer i Q,
*Approsat Limge -
“Wermng Opmea: N 0L NotAgolicabie ;l =
*Stap firoup: 300 @, 800 pay oyde I O s R %
o HEL I, I Pl
LIS RE ST
APSC84 Preferences page
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Step Action

In the Approval field, enter User.

Verify Netting Option is N.

Change Step Group to SDO.

Confirm Credit Vouchers shows Process Credit Vouchers.
Confirm Date Limit shows No Date Limit.

Click Save.

o U A W N =

APT64

The Source/BU page requires the Business Unit and Location Code
information from which the Pay Cycle will be run.

Do | Prefsrences | Source 1Bl | Bank/Nobiod | Fay Group /1iehing |

Pay Cycla: 10300F Pay oyce
Pay Froam Date: 018011 800 Pay Throwgh Dale: 103020407 Paymenl Dale: 10302007

Process :Soance Tramsaciion
7 VCHR 0, Accounis Papable Vouchers * =]

Busimess Unif
Piocess  "Business Uni
¥ DO405 O, Farnily & Social Sandcas Admin [+] [=]
EEE——

Location Code
L seatisn Code:

APSC85 Source/BU page

Action

Select the Process checkbox under the Source header.
Source Transaction field will always be VCHR.

Select the Process checkbox under the Business Unit header.
Change Business Unit to appropriate Business Unit.

Select the appropriate SDO Location Code.

Click Save.

o U~ W N =

APT65

L. Exclusively for use by the State of Indiana
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SDO Pay Cycles require data in the following banking information
fields.

[ pates | Prefsrunces | Sowce)DU | Dank i Meibod | Pay Group/ Neling |

Pary Cyche; 103007 Pay epcle

Pay From Data: 01011500 Pay Throegh Date: 10302007 Payment Date: 10030007

Hank fcoount

* Lol STND O
“Bamk: CHASE Y CHASE

"Account:  BO3E 3 SDOFSSA 00405 LPBO3E

Currency:  US Dollar

APSC86 Bank/Method page

Action

1 Verify that the Set/D is STIND.
2 Select the agency’s SDO Bank.
3 Select the SDO Account.
4 Verify that the Process checkbox in the Pay Method section is checked.
5 Select the Payment Method of System Check.
6 Click Save.
APT66
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This page is only used by agencies that use vendor Pay Groups. The Procedure | Run the Pay Cycle

State of Indiana does not use AR/ AP Netting.
The Pay Cycle Manager searches for all scheduled payments for all

banks and payment methods defined by the Pay Cycle.

Py SR BT BTNy Py Grous =

Pay Cyche: §0a00 T Fay Cpile
Pay From Dats: 0001 1B00 Pay Throwgh Deec 1 WE0E 00T Paymesi Dats: 10300 Py Cycha: (R Dk [ 1 S0 Payoyche

Pay Cycle Manager

Py Qrewp Dalpclion Crigria  Apphove Trial Regsier  SDO0Reimbursmentsfelersnce Confrmabion
Crafl Sagng Appoeal

I [ [= Pay Cyche S80080s |
sumes tiew Raesh | puocasy wone IR

Pary [ roam Duter L Rl — - Papmant Sslecion &
— Crualion
Pary Theoaurgh Destec o 18072007

Procads  Haming Raferercs 1D

= [ = Poymant Dale: 19012007
e —————— | Schedubs Payswats g Summary Delsls
Selocied
b W i = B |
APSC87 Pay Group/ Netting page

FayCycds Eme DiscouniLost  Disoownt Denisd  Wikhholding — Bank Replacement

| Man lnformaton | dddoetinfs ) ™

Action

[t ripinn Hari Arcounf Sherai Warws  Served Boewsy  Dwipwl Tops  Dorioed Deafie aiios
1 If you use Pay Groups, select the Pay Group checkbox.
2 Select the Set/D.
3 Select the Pay Group Code. APSC88 Pay Cycle Manager
4 Add as many rows as necessary to include all required Pay Group Codes.
5 Click Save.
APT67 Action
L Select PSNT in the Server list (next to the Frar=== | button).
2 Click Froeess | 46 start the Pay Cycle.
3 Click the Process Monitor link to see the processing cycle.
4 Click the _™#** | hutton to see the status when the Pay Cycle is complete. Status will change
from New to Running to Created.
5 Click the Trail Register link to view payments ready for processing.
APT68
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| Accounts Payable
The Trial Register is a report that shows all of the payments. Before
running this report for the first time, you need to create a Run
Control ID to set up the parameters for running the report. After you
have created a Run Control ID, you can reuse it the next time you
run the Trial Register.

Trial Register

Erter any infoernaon you have and dick Seanch. Laane flebds blank for 3 kst of all valees

j Find as Existing Valwe ' Adda New Valse |

Rus Coalrol Iz begns with ~
Flcase Sensitve

ENCOMPASS | Accounts Payable

On this page, the report requires the name of the active Pay Cycle.

Register
Rus Contral iy TRAL REGISTER Beporibanager  Process Monior e
Language: English

P.Hl ':'H.'.H‘: '3-.. Pay O il {
APSC90 Trial Register

dedrch E Clear i BasicSeach B Save Ssann Crleds 1 Enter the name of the Pay Cycle.
2 Click Run.
E 'al a Mgw Valy i 9 i
Find an Exising Valus | Add 3 New Valug 3 Click the checkbox by Trial Register by Voucher.
APSC89 Trial Register Fiocass Schaduler Regaest

Shiar i HF R B Sararll i | B0

PR - | R [T i
[EprErerey. i :I Han e 1 e

Fissust i Crvent CiwtwTires |

ENTAP Training

—— b
1 Click Add a New Value. Feberr Dascrignon Prodean Mems Erocess Tme Tigw Warms  Deiriiee
2 Enter a value for this report. Note: Run Control IDs must not have any spaces. Use an '_ il Py AT o i Py ik
underscore instead of a space in all Run Control IDs (e.g., TRIAL_REGISTER). I Vil Py Wouches A Lyl ek For T
3 Click Add.
APSC91
APTE9 4 Click OK.
5 Click the Process Monitor link to view the process running.
6 When process reads Success and Posted, click Details to view the report.
7 Click the View Log/Trace link to find the PDF file.
APT70
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ENCOMPASS | Accounts Payable

Pay Cycles, jut ke vouchers requie approval. Clck the Aproce
8 Click the PDF file ink SOIAP007 3346306.PDF to view the report. link to move to the Pay Cycle Approval page.
m i . i o, Pay Cycle Manager
AP TEL AN alonToE B T " T L
R LY T ] i el bag Pary Cycle 5[OEB S{ FATCYGLE
Gelecian CrEens  ApEITAE Tiresll Ryt S0 Rewrturnmeriu efenen ¢ Confirrnation
Dl Sy Appaawal
S B o B0 Pay Cycle Se0w8ts |
N FATIEERL{EIL]
Sxahun: Cresled M Page es Mooane
i Py Prreee Ciabe: A0
n -
Py Threagh Daaac 110 03007
A Y T —— Ty T e e e L
Pyt D AT
g ITHD Mo " L g e [ ] (LU
Schagule Fapments 3 v DelEt
Ealwcied PoCrclefeet ]
(F7] R T Ll | Tarvar
APSC92
9 Click Return Pay Cycle Eaceprisas
10 Click OK Pary Coyele Efmi Diesd o Lo Cvsid il Disrnedd Py, a7 LR Eiru Flepdae erier
11| scroll down page and clck the Go back to Trial Register link. =TI S Pricee]
12 Click the Pay Cycle Manager page link to go back to the Pay Cycle Manager page. { Blain informatos REN——— "TW
Paysrigean Bank Aoy StoriMams  Beoverbame  “Duieed Trps Owipss Destination
APT71 CHARE  pdod Fapabnd Fils
APSC93 Approve

Action

1 To approve the Pay Cycle, click Approve.

Pay Cycle Approval

Py Oyl 19137 B Fapnecm i Crt 8 W st

oy Mecegk Cawr e Fayrrar [ LR & T

Pl T s I TSt L ParrSt Caiin

L s Lry gwd e — I
_—

Pulors: Fynmeal

e Sem D oo S D e — b Come Form - Bt Pl
Lrpale] EiRD  CHilk B (= A CHECK gy Cuile IS

APSC94

To reject, click Reject (see the Rejecting and Resetting Pay Cycles section of this chapter for the
complete Reject process).

.. Exclusively for use by the State of Indiana Exclusively for use by the State of Indiana
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3 An optional step is to click the Paycycle Summary link. This page shows you a listing of all Creating SDO Payment Reimbursements
payments, similar to the Trial Register.
4 If approved, click the Pay Cycle Manager link. In order for agencies to be reimbursed for their manual and Pay
5 Enter the Server Name of PSNT (located at the bottom of the page). Cycle SDO payments, an SDO Payment Worksheet detailing
vouchers paid from the SDO account must be created, approved
Pay Cycle Manager by the agency, and submitted to AOS for final approval and
Pp Grole LEDO reimbursement processing.
S Diims Aoproew il Fiprle P e Lol - -
st Stagng b prawad Navigation
PopCprta s | (Accounts Payable >> Payments >> SDO Payments Reimbursement >> Create Reimbursement Worksheet )
Slatas Apprwnd .-||-'-r|.:."J P 54 Ikl
Py Froe Dim AT PTG
Py Thewwgh Dot 11007307
Faymast Ome: 1205730 Creating an SDO Reimbursement Worksheet and SDO
Sreaduie Tagrary I Gy (o Transmittal Form
Tataciad
Saour I - I |
Use the Add a New Value tab to enter the SDO Bank information for
O the Reimbursement Worksheet.
Pl vl S Lo il L Ll Sl Ll Ralian i ob L, il e
1= - Reimbursemant Sebection
Prasess  Dessriprian Bark  Assouss  Shonbams Jerverbems OE®  Cutpes Desrinsrion
{3 e Vg |
Procean_| P Checis CHARE  pO s I | =] [P =] | ‘
Bari Lailx | a
APSC95 BeckCede: [
Bank Accauns | Lv
Enter the Output Type of Web.
Click the Process button. Status will change to Completed ﬁ
APT72 . .
APSC96 Reimbursement Selection
Action
This Pay Cycle can be re-used for all future SDO Payment Pay Cycles. 1 Enter the Bank SetiD.
2 Enter the Bank Code.
3 Enter the SDO Bank Account.
4 Click Add.
APT73
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Enter the required select criteria. 6 The selected payment lines status is updated to Submitted, and the SDO Reimbursement ID is
“yini Form
assigned. The i button becomes available.

S0O Raimb SHlscten |

¥ I Byarmyaryamam Bpemyl
SDO Payment Reimbursement Selection ;
S0 Reimburssmen Approval
_
STHDY Bani I ATA0001 D CHASE =] =
Bank Cada: CHESE keeourd® 101151358 L0 FE5A 03405 LPS0E e ot e R DHP T L
[ FERESTSE i [ e e = LNETEE i ol el

B0 500 Reimburnenent 1D HEXT Tiafun Pew

Fren Faes |

Bzt Babay T R T r—T ]

- e el 19 T LU LT LR CE ] )

;
Eleri AN | Die e A0 | APSC99

Bay From Dain | K Fay Through Cats | = Cagrch |
lenlll:lle 3 Papment il To I L)

APSC97 SDO Reimbursement Selection / Click the _FPrint Farm_| button.
8 SOIAP026 will process using the SDO Reimbursement ID as the Run Control ID.
'_lml:—
1 Enter Pay From Date and Pay Through Date (optional). b Hum [T [ =]_swee |
. taree [ ] Heew | L, i | - |
2 Enter Payment ID From and Payment ID To (optional). R 7] Ot | = e Bk
Lraei b e
3 Click the Search button. T ™= TN eIyewrryee
4 Select the payments to be added to the SDO Reimbursement Worksheet. Rt ey ten, Eniidd P Busbumt Vi Baxlesrelld ez S Tl B 0 Dot
1 i fra—— [T Al RO M s e e Lo
s i I Pctaiaiasy i |
APSC100
& Py ks !n-tl—-! !_
o Eomsxilow  Groxnies e Arress Freen) Amcar) 9 When the process completes, click the Details Link and then click the View Log/Trace link.
1 127 L=t et ) [R50 -0 MR EE
(Rt it RO DD 0]
1T T T LE e 1502
e )
APSC98
5 s ;
Click the M button.
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10 To open the SDO Reimbursement Worksheet for review and printing, click the SOIAP026_
3346867.PDF. (The PDF naming convention is ‘SOIAP026_’ +'Process Instance’.)

Wimw ﬁl’ruc-

ReportiD: 1781797 Procans Ingimnce: 118567 B 15
Hame; SOAPT Precaid Type: Corysial

Run Sl Socoess

¢ Resetting Pay Cycles

Resetting the Pay Cycle allows you to deselect vouchers for payment
after you run a Pay Cycle but before you print the checks. For
example, after reviewing the Trial Register, you may find errors

or decide that you do not want to pay certain vouchers that were

SO0 Trarverdtal oo selected. If so, you must reset the Pay Cycle,' make corrections or put
Ciwretion Detals | vouchers on hold so they won't be selected in the Pay Cycle, and
Distritation Node:  ACCFY Exgirmion Duee: | then rerun the Pay Cycle.
Fille: L a .
— T T - After you correct vouchers and take them off hold, they must again
CHW. SOWET 1348851 g 5 RO RS AR O go through document tolerance, budget-checking, and approvals.
SORMPIOE. 38T PO 40 97 §1OTF007 5 14 ASTOO0AL D Then they will be picked up in the next Pay Cycle.
pEROErsce e 50 PLOT00F 932 i 45 P000A IND
Dissribusicn |0 Typs ‘Deatritanian 0
If you have approved the Pay Cycle, you must reject it before you can reset it.
APSC101 See Rejecting a Pay Cycle in this chapter.
11 Print the SDO Payment Reimbursement/SDO Transmittal Form and have it WET SIGNATURED by
the SDO Officer. NO SIGNATURE STAMPS ACCEPTED.
S0601 4 mivisrilld B o
: OO R o OETEEIA T L e S ]
Bawrerun Wt o PRI REEDENED
I — 1S HEnnnn
| 1n nd P sy B MR ENININNENIEEE
W R LRI LT
Frei L | Fromee
T il iy
e 0 r v hana Faperraimrn mer ] Fapewi Py Cowan B Temgrn P
- a1 i
!Iﬂm} A DF T SN, LTS AT [ S S R T LT L~ B L) 2]
| (B WK ]
ilm".‘ LA mole [R5 BS = ] 1T i = = S P
| | M =x ]
S daran
APCO02
12 Physically send the signed SDO Transmittal Form to AOS.
APT74
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Navigation Step Action
( Accounts Payable >> Payments >> Pay Cycle Processing >> Pay Cycle Manager ) 3 Click OK.
APT75b
Pay Cycle Manager
The Status is Reset.
Py Ciyches TRI1D" 0s0
Selschon Crilesa  AbDiov Trigl Ragister AOS File Creatien  Clpc wpuchsribsirad]  Reference Confrmation Pay Cycle Manager
Lot Staging Appraval
Py Cycke Slalim Py Cipcile: fladh]th] biE50
S SLESL i Preeeis bantai Eeechon Tineng  Adorow Tral Fagisber  AODS Fils Cresfion  CisemVouchéobstrac!  Befenence Casfimabon
Py From Dol 07000 1500 vl Shiging Aapioval

Ny ke Ok

Py Themagilhy il 9 290 13007

- [ S a
Pimrsei Dabe: TA0AT Enamus st Eracd it Moo m

Py From Datic QN 800 amient belsion &
+ Cowalion

f Precess |
Sehdiils Pargmnsinn 3 pummare  [afpils |
Sedecied: e o Py Thigisgh Date: 1 109/2007

Papyrrerd [l (R D TH

o U T

— - Srlnciod: 1
Pay Cyche Exceplisns R I

Firy Cytlé Eiod Chgcaun Ll D idunl Deniéd "IF oldirs) Biank Fanlidemen

(e idoapstion | Adsens Fo | E ¥ Pay Cytld Bt Digdogrd Lo#  Diaddunl Denigd  WilnRoSng  Dank Feslstamin

(RS Sa L 1] &k Bigoand Shoil Mame  Server Mame  Osfpat Typs  Oupil esimamion .
AT A0S Croate: Fis W
A polil Createt Fis B p.
B e Gash  Anyond Sl N Soves Waime  “Osfipd Ty Chilpul Deslanate
APSC102 Pay Cycle Manager

APSC104 Pay Cycle Manager

Action

1 In the Pay Cycle Reset box, select PSNT as the Server.
Acti
2 Click the Reset button. =~
4 Write down the Pay Cycle ID so you can easily find the Pay Cycle when you are ready to re-
APT75 create the payments
5 Make corrections to vouchers as needed. Or, you can put problem vouchers on hold to correct
later and run the Pay Cycle again right away, to avoid holding up other payments in the Pay
Cycle.
Rpsm Py Cyche TRT1TO0T (7 2505 6 After making corrections or putting problem vouchers on hold, navigate to Pay Cycle manager

! and find the Pay Cycle.
Ifpou fesEt & Pay Cytle, all i Schefubed piymonis seleched dradior ¢réied for pinmmant i Me Pay O e will B ufiseletiad
Select the Server and click the Process button to rerun the Pay Cycle.

Ok | Cancel |
To complete the payment processing, follow the steps outlined in the Processing SDO
. Payments section.
APSC103 Warning Message
APT76
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¢ Rejecting a Pay Cycle

Pay Cycle Approval
If you have approved a Pay Cycle and need to reset it, you must first TS ., . BRrCre Wanaoy
rejeCt the Pay Cycle. -y e P e T e
Py T cmsgh Dt 11T Pagnard Daty; { LA LT
Pay Cycle Manager S Pt g rotedss W Bartein Gamman
Py Qe TRI101 R Fahne LRl ] ﬂj m
feldoniviess GRS IoalMegitier  AGBFie Crestion  Clemveshsdibeigd  Mefencs Cenfrmason — |
[+t Slaging Approyd
" Primyrmerd P por B apgrrpnd
Lltus: Corpaled I Prose gl 4 Miasar p- Ui ] Seiil Bak Ao il Pl Sails by = Fil Cop Fom  Fis) Pasyameerd
Pany Frarm [kl M oon [N ] haly o BiiH ML [ S R CHECES Py Oyl 1A0SIIRS
Pay Through Date: 101 73007 Creafed ETND ADS A0S :__._": CHECKD Py Gyl {10207
R ——— = = - - - - -— -—— - ]
MF‘M 14 al ITHTHE at I} gy g (i APSC106 Pay Cyde Approval
Step Action
oy oo brcopons 2 Click the Reject button.
P Cycle Ermar Dissounlilost  [escoqnd Denied  Wethhoidisg Bank Rep scamani APT78
Pay Cych Rasuks The Reject button is grayed out and the Status is Rejected.
(mnciigtion Bask  Aotewnl Sl Haing  Servet Mas  Oulmd Tves  Ouilpud Deslinalion Pay Cycle Approval
AOE HiE cioctad Filo
fTa ] &irg T hpsbad File Py i (LR e ] Py Col s W ks
oy Oyclofopimentalyots |
APSC105 Pay Cycle Manager ey T —— VAT Payment Dale: | 1515007
Schaduisd Psgnantc ] Fanicw bz e mimpr
Action ) frrreeey |
Alafew okl
1 Click the Approve link.
e ———————————————————————]
APT77
PoyCypclefonts  Cusprie | Frdjven a0 8@ P szt Lant
PR
s Sem Gaw  fcoon N camp  Semes == fe.ComiEarm s Povment
Remied ETMD ADE ADE  Chesam  CHECHZ  PayOpis 110002867
Remied GTPD ADE  AOB it HECK2 PayCroie 11800267
i ||
APSC107 Pay Cycle Approval

Action

3 Make corrections as needed. Write down the Pay Cycle ID so you can easily find the Pay Cycle
when you are ready to create the payments
4 After making corrections, navigate to Pay Cycle manager and find the Pay Cycle.
APT79
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{ Posting Payments Payment Posting Request
Payments are automatically posted in a batch process that runs
overnight. Payment posting creates the accounting entries that offset

the liability created by the voucher and credit the cash account.

These entries are posted to the general ledger when the Journal

Fain Comtraodlle.  SDOFMTAOST 5 1 el B ' Fun

Foquest I0: PYMTPOST
Generator process runs. e

Description: S0 Payment Pogt
Most users will not be able to post payments. However, a few users ‘Process Frequency: | Adwiarys Process e
will have access to unpost payments. Pt Pamamient. Ot Posst Bark Acrount |

- - Post Pt List Post Paymant | L
Navigation Setil) Bank Code Past Fayment Methos i Pment Reference
Accounts Payable >> Batch Processes> > Payment >> Payment Posting ) |?ir D |Q [CrazE a, e a & 5
APSC109 Payment Posting Request
= At ooty Pavalbie A
[ Vodae hees Acti
\ Coaan] Growpg ction
:. P "m“ Payment Posting Regquest - -
= Batch Procestes ErdET iy iediee meadio n yo.s hae and click Seaech Lewve Telds Blank for & Wl of &8 values 3 Enter a value in the Request ID field.
i Womthers . 4 In the Description field, enter SDO Payment Post.
sl [ FndanE ' | &[T | 5 In the Process Frequency drop-down box, select Always Process.
Puyranl Ensy Beenl 6 In the Post Option drop-down box, select Post Bank Account. Other options are Post Payment
Chah Claoias Pl Camiral x| begine Vi o and Post Payment Method.
X E_:.,.I E— [lcase Sensnive 7 In the Payment Options box, enter the Set ID, the Bank Code, and the Bank Account.
= dail Pl inderfac by 8
A Searn | Char | pasic Gesrch B Boes Bparch Criens If you want to post payments from more than one bank or bank account, click to insert
rows.
APSC108 Payment Posting Request 9 Click Save.
10 Click Run.
APT81
1 If this is the first time you are running this process, click the Add a New Value tab and enter a
Run Control ID. Any subsequent times, click Find an Existing Value and select the Run Control
ID defined previously.
2 Click Search.
APT80
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Prosess Scheduler Request ecear |
‘ L T
Baaar Wi Hefaaga P Camiyed W (900 v 2 e P .
mar i [BLUSERD L, Tyes = L i] [ B ]
Sabra HaITE: | e 1107 jiw ey | M L inemnca: =
RS CANT B R PR T Fimiset B Curmard DagarTims | ::“ .| 2‘_ - [ v O Brli oty
-|-.- =uk Lin -
T e e e ] i e mnsmn (N ooy
Salec (escuiptisn Brecass Mams Brecans T i Tuimad  Cinkition FRSTAE A EnTe P _FETFTMT (UFERT SDOPTMIRORT TWIIRNER BE FWED  BEoens  Peeel  Deal
Bl  Plual Pasmast Pegbing AP _PETPMNT Asgiicasion Dngine |was [l | Tt o Digiritunan THFTE  Asdiicilys Bagfa i (RLLFEEN ] 302CTNELTI |NTITINCT ATIAPE MO Bitedd  Pmaled Dl
THITIE =L WIS HLUEEN ] ADHOL 1R300 ZANPE D  Boess  Peaed DEN
TR e AP Ol LR T A | WEITEBER R L e @D TR Lt tE] LY
APSC112 Process List
= J Cancsl ] hefrazh t
APSC110 Process Scheduler Request Action
13 Click the Refresh button until Run Status is Success and Distribution Status is Posted.
; 14 Run query SOIAP0014 to verify that payments have been posted. The query only returns
Step Action payments that have not been posted; therefore, if your payments do not show up, they posted
11 Click OK. successfully.
APT82 APT84
Payment Posting Request
Fam Comtrel i  S0DOPYWMTFOST FEepoe Manager  Pioeess Wonhn | Run I
Frocess Instanca: 1347749
Fequest I PYTPOET
Descriphon S0 Pawmmand Podl
‘Procees Frequencyt Always Frocess "l"i
‘Posl Peyment Oplisn: Fos] Bank Ao sainl
Hhank Codo W gyl e teced Bl Helgrance
_:-'.T:Hrl 3, [CHASE Q, |ﬁr 3 i, ==
APSC111 Payment Posting Request
Step Action
12 Click the Process Monitor link.
APT83
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¢ Canceling Payments m

L

There times when you may need to cancel an SDO payment. LE*’I - ,“"‘""“' Payment CamodRithon
Agencies have the ability to cancel SDO payments only. If you need ;:.'?: F-rprl-gl:g EFT I AT S 1 U P Bl Sl Badrh (i tec Bl Br B BY I v
iy Cmthe Bprpiowsd
to have a payment executed by AOS canceled, contact AOS. U PayCp Lensiine | Tl Evimiing Vb |
g Fﬂll P -
D EF
¢ To cancel a payment before it is sent out, void it in ENCOMPASS. I Fay Corie Draliilban iigni Slli: " i [ ST A
The system automatically reconciles a voided payment. (This is the . ':,::::',."" e Fuai Cine: e B,
most common situation at the State.) £ sl Pl [TPray p— bogm w4 A0 -1
e To record a stop payment on a check that has already been sent out - Farnerd s ik Spwcerip i - ——-
and that you've asked the bank to stop payment on, stop payment in e PR 1 = =
ENCOMPASS. i+ B0 Payment
Fllli:mnlrrllnl Famaick ) Ciow | Bayw Epavh B Favd Seavh Crimeg
. TO, handle checks or ACH payments that were bouncet.;l back, i.e., ;:::;;mmp
rejected by the vendor or bank for various reasons, void the iy Search Resuls
: [ Fgen
payment in ENCOMPASS. B bigh Vokowe Payrsiis n— P
. . . fo TR il B £ o e i A
The cancellation takes effect after payment posting runs (which - 3¢ (pndi Faysbly Cavter -oted -
occurs overnight). After a payment is canceled and payment posting " nrking ST IRl DOGCODON | Cae 10 2T I8 COMR AR
: : AT il ke EIND Gl B CORDOONID  Caeck ANICE . 0 UM A
runs, ENCOMPASS backs out all payment information for the Gt Ciadal STRD CoASE LOID OROONI] sk TR T
vouchers affected by a canceled payment. You can choose to have D nemm| Losg g SR CHARE QUG DOOCRMOMNE  Cheik AT WY T b
the voucher reopened or closed. If you choose to reopen and reissue APSC113 Payment Cancellation

the voucher, the voucher will be made available for selection in the
next Pay Cycle (after payment posting is run). If you choose to close
the voucher, it will be closed the next time voucher posting runs.

Action

1 Enter the Bank Code and Bank Account. (If you know the Payment Reference number, you can
enter it.)
Before a payment can be canceled, the payment must be posted. You can 2 Click Search.
ify wheth i i IAPQO4. If th
verify whether a payment is pos.te.d by running query SOIAP0O the Sellza i (e e SR e,
payment appears on the query, it is not posted; the payment cannot be
canceled until the payment posting process runs (which runs every two hours). APTSS
Navigation
( Accounts Payable > Payments >> Cancel/Void Payments >> Payment Cancellation )
. Exclusively for use by the State of Indiana Exclusively for use by the State of Indiana ..
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¢ Reconciling SDO Bank Accounts
cancel Payment Meriers | S _Fw |
[Enter ConcelPaymers ] This section provides high-level steps for the manual and semi-
Bk St oTWD Fafaromcs B 0ODOOOONIS Comafinn Duder Fpa— manual bank reconciliation processes in ENCOMPASS.
Eiarh: CHAZE CHASE Pyt e [rriTrie b
Bccount: BA36 193151256 Pyt Amoyt: WO USD Navigation
Melsk Sramm Chetk Canial Puial SEatunt Hol A abie ( Banking >> Reconcile Statements >> Semi-Manual Reconciliation )
Rers Vendes:  (00000004K  FRINTERS SUPFLY OF IND MG St by Py Crete
S — ) Navigation
Dete Cancamet:  [110777007 |59 ( Banking >> Reconcile Statements >> Manual Reconciliation )
Crinep
i Cancel
Cancel Acior: (7 fae.Open Viouchen(x) fe-lusise Hiold Reason - Reconcile statements semi-manually when there is not a one-to-one
' PoeOipian Vouchen{x}P on Hokd match between your bank and system transactions and you have
1 Lo ot oetwim Chowoe Liabimty reconciliation exceptions. Or, you can reconcile bank statements
D scriplion: after entering a hardcopy bank statement online.

APSC114 Cancel Payment

Semi Manual Reconciliation
BomchCillegle ]

. Pk I %L ceusw O, Sesement It % a
Action = =
Fram Ml 1Aragnag |5 Theu Metae | 11 TAICET [ e crnc-Bialian TEshm: Urreconcilac W
4 Select Void or Stop.
i i . F a1 AT & AU CLHT ey Lo, Bmarch |+_:-.1-.r---.| fi
5 If you want to reissue the payment immediately, select Re-Open Voucher(s)/Re-Issue.
Sirad=m

6 If you need to make changes to the voucher before reissuing payment, select Re-Open |.'...M.|....1

Voucher(s)/Put on Hold. e —

If you do not want to reissue the check, select Do Not Reissue/Close Liability.

In the Description field, enter the reason for canceling the payment.

Click Save. FEardcie |

APT86 APSC115 Semi-Manual Reconciliation

Action
1 Enter Bank ID, Account #, Statement ID, and date range.
2 Click the Search button.
3 Select items to reconcile.
4 Click the Reconcile button.
APT87
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| Accounts Payable

Use the manual reconciliation process to reconcile statements for
banks that do not provide an electronic file of their transaction data.

Manual Reconciliation
Sasrchpy: |F0T DalaTivg Dulz &
Bk D Accound § From Dals Theu Diale Methos “Salus
= Q, |1rEecuT (B |1uETeeT N s Vs = Gearch |

W Salec] Ml

L] Coear il
[l Ub 1 e L
[ tnmrrids Recencilation Date Emfer Reconcllation Date: | 110702007 Ty

Faccroie | l.-:-:c-.-"IF‘wlsllrﬁ‘la:-ﬂ. Bracgny Morda
O iy
APSC116 Manual Reconciliation

Action
1 Enter Bank ID, Account #, and date range.
2 Click the Search button.
3 Select items to reconcile.
4 Click the Reconcile button.

APT88
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